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What is a Cover Letter?

A cover letter is a necessary companion to your résumé. It is a one page advertisement used to catch the
attention of employers and encourage them to read your résumé. With a growingly competitive job market a
cover letter helps busy employers decide which résumés are worth their time to review. Candidates often spend
hours working on their résumé but the cover letter is just as important given that it’s received on top of your
résumé. Your cover letter should enhance your qualifications and compliment your résumé—NOT simply

restate your résumé in prose form. You should write a separate cover letter for every job you apply to.

Writing Your Cover Letter

A cover letter gives you more of an opportunity to let your personality show. However, it is still important to

keep the information relevant to the job. Here are some simple guidelines to follow:

o Focus on the employer, not yourself. Write about what you will bring to their organization, not what you

seek to get from the employer.
o Provide a positive slant to your background and experience, never confess to shortcomings.
o Use an active rather than passive voice and try not to overuse the word “I.”

o Incorporate specific wording from the job description as well as any research you’ve done on the

company into your letter.

o Use the same font, style, and even paper (if making a hard copy) as your résumé when formatting your

letter.

o Keep it short; brevity is the key to a successful cover letter.

Addressing Your Letter

It is always best to address your letter directly to an individual-avoiding “To Whom it May Concern.” If this
information is not included in the job posting it can often be found by going online to the company’s website

or by calling the company directly. If you are unable to determine a specific person, consider addressing it to a
position title or to the search committee. Do not address a specific person if you are not sure they are the correct

person to be addressing.
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Introductory Paragraph

The opening paragraph and opening sentence is always the most difficult, you want it to remain professional but
not stuffy or boring. You want to explain why you are writing this letter but also catch your reader’s attention.

First you should state your purpose:
o Identify the position (and position number, if applicable) for which you are applying.

o Indicate how and where you learned of the opening in the organization whether by personal referral

(give person’s name), publication, or employment website.
Examples:

o Your advertisement on LinkedIn indicated you are seeking...

(@]

I am applying for...
o Dr. Evans informed me about the opening...

o Dr. Evans recommended I get in touch about the...

Middle Paragraph

Persuade the employer you are worth an interview by explaining how your skills fit the position. You want your
cover letter to say, “I am what you are looking for and this is why.” Show that your educational and work
experience are a good match to the needs of the position and organization, and consider using bullet points to
draw attention to specific qualifications and experiences. Remember to highlight your strengths providing
specific examples to back up these qualifications and indicate how you intend to help the employer and
contribute to their organization. Remember you want to explain why you are particularly interested in the

position or company rather than simply restate information from your résumé.

Final Paragraph

To end your cover letter, thank your reader for their time and consideration. Refer them to your enclosed résumé
or other application materials. Be sure to open a line of communication by indicating your willingness to an-
swer further questions or provide additional information, and let the employer know when and where you can
be contacted. If the company is not located nearby mention when you will be in the area, and depending on how
comfortable you are you may suggest setting up an interview or further contact. Do not assume an

employer will contact you when they receive your cover letter and résumé. It is your responsibility is to follow

up!
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Sample Management Cover Letter

Name

Address

City, State, Zip Code
Phone Number

Cell Phone Number
Email

Date

Dear Mr./Ms. LastName

I am applying for the Inside Sales position posted on Boston.Monster.com. At your convenience, I’d appreciate the
opportunity to discuss the position and my candidacy with you. You can find my resume attached to this e-mail.

I am looking to bring my well-honed public relations, marketing, and client-focused online, oral, and interpersonal
communication skills internally to succeed in an inside sales position.

Pertinent experience and skills for the posted position include:

*The power of persuasion. I’ve pitched stories for C-level executives via phone and e-mail and placed them in major
media outlets, such as MSNBC, CIO Magazine, Sirius Satellite Radio, MSN Money, AARP Bulletin, and The New
York Daily News.

*The ability to reach key audiences. As a journalist, I published stories in key print and online media, including
CareerJournal.com, CollegeJournal.com and StartupJournal.com (online publications of The Wall Street Journal),
Consumers Digest, Woman’s Day, and ePregnancy Magazine. As a copywriter, my work has been used in e-mail
marketing, online and offline advertisements, blogs, brochures, taglines, and Web sites.

*Strong financial aptitude. My experience includes a little over a decade in the accounting profession in external and
internal client-facing environments.

*B.S. in Accounting from Southern New Hampshire University, with a Minor in Management Information Systems.
*Relevant computer skills (Microsoft products, HTML, etc.).

*Good listener...Solid work ethic...Desire to excel...Meet deadlines...Enjoy a fast-paced environment...Extraordinary
factual recall...

I’d love to find out more about the position you’re looking to fill, and I would welcome the opportunity to tell you
how my skills and ideas can benefit Wellesley Information Services. I can be reached at (555) 555-5555 or
name@gmail.com.

Thanks for your consideration; I look forward to hearing from you soon!
Sincerely,

Your Signature

Your Typed Name
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Sample Programmer Cover Letter

Richard Anderson
1234, West 67 Street
Carlisle, MA 01741
(123)-456 7890

Date: 1st May, 2005

Mr. John Smith

National Infosystems

257, Park Avenue South
New York, NY 12345-6789

Dear Mr. Smith,

I am writing to introduce myself to you as a student of International School of Technology (ISTech.). I'm
responding to your advertisement in the local Employment News for want of a software developer for your
development section.

As you can see in the enclosed resume, I have a very strong academic background in operating systems
combined with over five years research experience in search engine optimization. My recent internship at Major
Infosystems, New York, allowed me to further develop and strengthen my technical skills. I have good hands-on
experience programming languages like C, C++, Java and Assembly. I believe that I could make a significant
and valuable contribution in your firm.

I would appreciate the opportunity to discuss how my education and experience will be helpful to you. I will
be contacting you tomorrow morning on phone to talk about the possibility of arranging an interview. Thank
you for your time and consideration.

Sincerely,

Richard Anderson
Senior Student, Computer Engg.
[ISTech, Manhattan
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Sample Targeted Cover Letter

Your Name

Your Address

Your City, State, Zip Code
Your Phone Number

Your Email

Date
Dear Mr./Ms. Last Name:

I am interested in the Coordinator position advertised on XYZ. My resume is enclosed for your review. Given my
related experience and excellent capabilities I would appreciate your consideration for this job opening. My skills are
an ideal match for this position.

Your Requirements:

o Responsible for evening operations in Student Center and other facilities, including managing registration,
solving customer problems, dealing with risk management and emergencies, enforcement of department policies.

e Assists with hiring, training, and management of staff. Coordinate statistics and inventory.
e Experience in the supervision of student staff and strong interpersonal skills are also preferred.
e Valid Minnesota driver’s license with good driving record. Ability to travel to different sites required.

o Experience in collegiate programming and management.
My Qualifications:

e Register students for courses, design and manage program software, solve customer problems, enforce
department policies, and serve as a contact for students, faculty, and staff.

e Hiring, training, scheduling and management of staff, managing supply inventory, and ordering.
e Minnesota driver’s license with NTSA defensive driving certification.
o Extensive experience in collegiate programming and management.

o Excellent interpersonal and communication skills.

I appreciate your taking the time to review my credentials and experience. Again, thank you for your consideration.

Sincerely,
Your Signature
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Sample Transferable SKkills Cover Letter

Employer’s Name
Company
Address

City, State, Zip

Dear Salutation LastName,

Within three short years, | have developed strong sales skills that have enabled me to build a record of sustained
sales increases. I thrive on challenge and change, and I look forward to new opportunities to build positive cus-
tomer relationships every day.

I believe that as a Sales Representative for [Company], my energy, analytic skills, organizational abilities, and
creativity in tackling problems will make a positive contribution. I am equally comfortable working indepen-
dently to meet company goals, as well as collaboratively as part of a team. I have always been able to establish
and maintain excellent relationships with clients and coworkers at all levels. My professional skills include:

Uncovering client needs and recommending appropriate products or services.

o Selling solutions to customers and then backing up those sales with top-quality service.

o Building relationships with coworkers, clients, and strategic partners.

o Developing processes and strategies to increase referrals and revenue.

e Accurately completing data research and analysis while demonstrating computer proficiency.
I would welcome the chance to provide you with additional information to supplement what appears in my
enclosed resume. I am available for a personal interview at your convenience. I know you are busy, and have

many applications to review, so please let me know if you wish to further discuss your requirements and my
ability to meet them.

Thank you for your time and consideration.

Sincerely,

Your Name
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Human Resources


University of California, Berkeley


2199 Addison Street, Room 192

Berkeley, CA 94720-3540


510-642-9046
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Interview Practice


Search Committees will ask job applicants questions that help them determine if they best meet the requirements. Their concerns often include:


Are You Focused? 


· Can you articulate your career goals and how your skills, interests, and background support your career interests? 


Do your future plans match those of our organization? 


Some examples of questions that address this concern include:


· What are your career plans?


· What do you see yourself doing in five years?

Do You Know About Our Department? 

Do you consider the work we do as important and interesting and are you enthusiastic about the opportunity? Examples of questions that address this concern include:

· Why are you interested in the position?


· Are You Qualified for This Position? 

Do you have the skills and abilities to perform successfully in this position? 


Do you understand the nature of this position? How do you operate in a work environment? For example, how do you make decisions, get along with co-workers, and communicate? Some examples of questions that address this concern include:


· Why should we hire you?


· Tell us about yourself.


· Tell us about three accomplishments that you are most proud of.


· Tell us about your greatest strengths and greatest weaknesses.


· How does your background relate to this position?


· What qualifications do you have that make you feel that you would be successful in this position?


· How would a former supervisor describe you?

Tips for Answering Difficult Questions

When encountering a difficult question, pause for a moment and ask yourself, “What is the interviewer really looking for?” A few examples follow:


Tell me about yourself. 


This is a commonly asked question that often puzzles applicants. Keep your comments focused on information that will help the search committee determine your qualifications and/or interest in this position. This can include your future career aspirations, what you have gained from your experiences and your enthusiasm for the department and position.


What are your greatest strengths and weaknesses? 


View this as an opportunity to point out strengths that relate to being successful in the position for which you are interviewing. Back up your statements with examples of experiences in which you have demonstrated your strengths. Strategies for addressing a weakness (and only mention one) include choosing one you have overcome, or selecting an area/skill that you have not had much time to develop or an area that is not that important to the demands of the work. Search committees are impressed by people who can recognize and overcome personal challenges.


So, how do you practice? Try the following methods: 


· Practice saying your responses out loud to interview questions. Answering potential questions in front of a mirror can be useful for assessing your facial expressions.


· Ask a friend or family member to pretend they are an employer, ask you a list of questions, and give you feedback.


· Video or audio tape your responses and review your performance. Ask yourself: how can I improve, did I look/sound relaxed, and did I sound enthusiastic? 


Conclusion:


Avoid feeling like you have to be perfect or that you have to memorize answers. The goal is to become familiar with the process of presenting yourself to others and to give the impression that you have given thought to important questions. Through practice, you will become more comfortable and you will polish your presentation.

Questions to Ask


Formulate your questions while researching the opportunity. General and specific knowledge about the department may impress your interviewers.


Normally you would ask questions when it is appropriate during the course of the interview, and typically the interviewer will ask you if you have questions at the end of the interview. Though questions will vary with each interview, the following are some possible general questions to ask, especially if you do not completely understand the job description:


· What’s the biggest challenge facing this department right now? 

· How would you describe the management style in this department? How are decisions made?

· How does this position fit into the overall organizational structure?

· Do you have any concerns about my background that I can answer now?


As a general rule, questions about salary and benefits are best left until a job offer has been extended.


PREPARING FOR YOUR INTERVIEW

[bookmark: _GoBack](courtesy of UC Berkeley Human Resources; adapted for UCSB)



Congratulations on being selected for an interview! Preparation builds confidence, and the more prepared you are for an interview, the more successful the outcome is likely to be. Understanding the position, the department's mission, and anticipating and preparing for difficult questions are the keys to maximizing your chances for interview success. 



UNDERSTAND THE POSITION

· Understand the job duties and responsibilities for a particular role

For example, if you are interviewing to be an Assistant III, SAO II, or an Administrative Analyst, be aware of the typical job duties and qualifications for that specific position.

· At a minimum, review a copy of the job posting and highlight specific qualifications

If you are still unclear about the nature of the position, review other open positions with the same job title/classification and network to gain a better understanding of the type of work you are pursuing. 

· Do not be discouraged if you do not meet all of the specified requirements. Instead, think about your transferable skills and how you can demonstrate your ability to perform the essential functions of the position. 



CHECK OUT THE DEPARTMENT

· Learn as much as you can about the department's mission and/or services. The best place to start your research is on the department's website.

· Attend departmental presentations/events 

· Network among campus colleagues

· Understand how this department fits into the campus as a whole

Why is this step so important? 

· Research will help you formulate thoughtful questions. 

· Through networking you can learn about opportunities in your field of interest and pick up inside information that will set you apart from other candidates. 

· With this information, you will be better able to explain why you are particularly interested in working for the department. In some cases, understanding the department might lead you to discover why it would not be the best fit for you. 

REVIEW YOUR QUALIFICATIONS 

Now that you know all about the position and the department, it's time to assess how your past experiences have prepared you. When reviewing your qualifications, consider all experiences valuable even if they do not directly relate to the position. Review the following: 

· Work experience 

· Internships 

· Volunteer experience 

· Interests and hobbies.

For each experience, identify the skills and areas of knowledge you developed. Also, be able to say how the experience has prepared you for the job for which you are applying. 



EXPECT BEHAVIORAL-BASED INTERVIEW QUESTIONS 

Behavioral interviewing is popular with many search committees and you should prepare for this type of interview. It is based on the premise that past behavior is the best predictor of future behavior.

For example:
If you have shown initiative in a past project, the belief is that you are likely to show initiative when you are working for the department that is interviewing you. 

Questions are designed to: 

· Determine if in your past behavior you have demonstrated the required knowledge, skills, and abilities identified for the job 

· Focus on skill areas that are most important to the hiring manager 

You can prepare in advance by thinking in detail about how your experiences match the skills, knowledge, and abilities required for the position. 



PRACTICE, PRACTICE, PRACTICE! 

Rehearsing your responses to specific questions will make you feel more at ease with your responses and, in turn, will make you more confident. See “Interview Tips” for suggestions about how to respond to behavioral interview questions and difficult interview questions. 







PREPARE FOR A PHONE INTERVIEW 

Increasingly, after reviewing your resume and cover letter, hiring managers conduct phone interviews as a second screen before inviting you to a panel interview. Don’t underestimate the importance of making a positive impression during the telephone interview. Here are the guidelines: 

· Schedule the interview at a time when you can give it 100% of your attention 

· Take the phone call in a quiet place

·  Jot down key points you want to make and questions you want to ask ahead of time 

· Keep a copy of your resume and the job description near the phone 

· Ask for clarification of questions being asked, if necessary, and think out your responses clearly before you answer 

· Always present the best of your background and show your enthusiasm for the position 



EXPECT A PANEL INTERVIEW 

At UCSB panel interviews are common. This means two or more people interview you at the same time. The panel is comprised of the Search Committee, and the hiring manager may or may not be on the panel. 

· Expect the Search Committee members to introduce themselves prior to opening with their first scripted question. 

· Search Committee members are often either from the department where the position is open, or they are some other kind of stakeholder (such as a customer or client). 

Tips 

When your interview is scheduled, ask for a list of the Search Committee members to research who they are and their relationship to the open position. You will be able to gain insight into the position by seeing the titles and departments of the stakeholders. Be sure to remember to try to make eye contact with all Search Committee members during your interview. 



PREPARE QUESTIONS TO ASK YOUR INTERVIEWER 

By asking thoughtful questions, you have the opportunity to demonstrate your interest in working for their department. Also, if given an offer, you will be able to make an intelligent decision about whether or not to accept. See “Interview Tips” for sample questions to ask.





CLOSING THE INTERVIEW 

After you have finished your questions, you will probably hear a comment similar to, "Well, if you don't have anything else, that should be all for today. Thanks for coming." This is an opportune time to make a strong closing statement by summarizing your qualifications and expressing your interest in the position. 

Closing Interview Sample Script: 

Here's a sample script to get you started on your own personalized closing: "This sounds like an exciting opportunity — just the kind I am looking for. I believe my [insert your own most relevant strengths and experience here] make me a good candidate for this position. I look forward to the next step in the selection process."

1
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[bookmark: _GoBack]UCSB has a diverse array of staff organizations, each with its own    mission and focus. Each offers individuals the opportunity to become more involved in campus life, to stay informed about important staff issues, and to gain experience and build transferable skills. Many of the staff associations are listed below.



Staff Assembly is UCSB's chapter of the system-wide Council of University of California Staff Assemblies, or CUCSA. Its mission is to support the research, teaching, and community service mission of UCSB by serving in an advisory capacity to the Chancellor, Vice Chancellors, senior officers, and other campus organizations seeking staff consultation. There is no membership fee to join, and all staff is considered part of Staff Assembly. You can attend any of the meetings and join the board. For more information: http://www.staffassembly.ucsb.edu/about-us

Chancellor’s Staff Advisory Council actively researches and identifies UCSB staff issues and reports these issues directly to the Chancellor. The council provides advisory services to the Chancellor and other senior administrators on campus policies, procedures, and long range plans pertinent to staff. Applications for CSAC membership are accepted between February and early July each year. For more information: http://csac.ucsb.edu/about/

The Academic Business Officers Group (ABOG) is an organization of senior business officers from academic departments, research organizations, and administrative units who gather information about, provide input to and comment upon policies and practices affecting the operation of their organizations. ABOG's objectives are to improve communications among teaching, research, service, and administrative offices, provide a forum for discussion of common concerns, provide the administration with a broad-based planning resource group that is closely involved with campus issues, and assist members to improve the operation of their units. For more information: http://www.abog.ucsb.edu/

The Gaucho Mentor Connection Program provides participants with the opportunity for professional development, networking, and skill acquisition through peer-to-peer mentorship. It is open to all UCSB staff members at any level. If you have a particular skill set you'd like to help others with, or if you are looking to broaden your horizons with new skills, we encourage you to join! For more infor: http://gauchomentor.staffassembly.ucsb.edu/

Toastmasters@UCSB is a club for staff, students, and faculty at the University of California, Santa Barbara (UCSB) to develop and improve their public speaking and leadership skills in a supportive environment. Join us at noon for our regular meetings. Guests are always welcome! For more info: http://www.toastmastersucsb.com/

The Professional Women's Association was founded in January 1993, for the purpose of developing awareness among faculty, and other campus constituencies of the contributions of women to the mission of UCSB; to provide activities and support to other campus constituencies that contribute to the advancement of women; to serve as a networking and communications channel among women, and to provide a forum to influence decisions on campus and community issues. For more information: http://ucsbosl.orgsync.com/org/pwa/

UC-Wide Staff Advisor to the Regents (systemwide): The UC Regents voted unanimously in 2007 to establish positions for two Staff Advisors to provide a staff perspective on matters coming before the board. One new Staff Advisor Designate will be selected each year to serve a two-year term: the first year as Staff Advisor Designate, and the second year as Staff Advisor. Selection of the new Staff Advisor Designate will be made by UCOP President in consultation with the Chairman of the Board. For more information: http://staffadvisors.universityofcalifornia.edu/apply/index.html

Training Opportunities at UCSB

UCSB offers a wide variety of developmental programs to build job skills for the role you have and to foster the career you want to develop. Programs extend to all segments of the workforce. Check out the many opportunities available: classes and workshops, career programs, management development, UC institutes, and training certificate programs.



The Gaucho U Certificate Program is a cohort-based training and development certificate program founded on the new UC Core Competency Model. It has been designed through collaboration with Human Resources, the Chancellor’s Staff Advisory Council, Staff Assembly, Administrative Services, Housing and Residential Services, and the Vice Chancellors. To view the course dates and times, to view the online course descriptions and to register, visit https://www.learningcenter.ucsb.edu/employee-only-log

The Supervisory Certificate Program offers staff professional training in the key areas of leadership competencies, policies and procedures, and people skills. New supervisors learn a basic set of supervisory skills and tools, while experienced supervisors improve existing skills and acquire new ones demanded by an increasingly diverse workforce and changing workplace. Course topics include leadership, employee selection and evaluation, diversity, conflict management, communication skills, delegation, team building and change. Six of the courses are taught by SBCC faculty, and most of those courses will carry 0.5 units of community college credit. Human Resources-Employment recognizes this supervisory training program as equivalent to one year of supervisory experience in assessing an applicant's qualifications for a position that requires supervision. $40 application fee. For more information: https://www.learningcenter.ucsb.edu/employee-only-log

Successfully Managing & Retaining Talent (S.M.A.R.T.) Workshops, open to supervisors and managers, provide training on two intertwined subject areas: 1) legal requirements of applicable contracts, policies and laws; and 2) interpersonal skills and management techniques. As supervisors and managers, you must operate in a complex web of job descriptions; union contracts; local and system-wide university policy; and, of course, state and federal law. You need to know how to hire, train, supervisor, and discipline employees, while helping them to perform and develop. For more information: http://www.hr.ucsb.edu/training/smart-workshops

The Financial Management Certificate Program consists of a total of eight classes of comprehensive instruction in major topic areas critical to successful financial management. You are welcome to take one or a few courses in areas of particular interest to you, or you may choose to work toward a certificate in Financial Management. For more information: http://www.bfs.ucsb.edu/controller/financial-management-certificate-program

The Academic Personnel Certificate Program is designed to provide a comprehensive working knowledge of all aspects of Academic Personnel. Academic policies and procedures will be covered in general terms in the introductory course. These concepts will be further built on in the courses focused on specific groups of academic employees. Participants are welcome to take individual courses or to work towards a certificate. For more information: https://ap.ucsb.edu/training.and.workshops/

The Sponsored Projects Training for Administrators in Research (STAR) program is a comprehensive certificated training program designed for employees with duties and responsibilities related to contract and grant administration. The program's goals are to improve campus understanding of regulations, policies, and procedures; to strengthen internal controls; and to provide staff members with access to key resources and contacts. Participants may take one or more courses in areas of particular interest to them or work towards a certificate. For more information: https://www.learningcenter.ucsb.edu/employee-only-log

HR Academy offers a comprehensive, multi-day conference-style training for management-level staff on core competencies in human resources polity and procedure. The program is offered annually; participants are invited to attend by their division's control point. For more information: http://www.hr.ucsb.edu/training/hr-training/human-resources-academy

Lynda.com is an online training library, offered free of charge to staff, offering more than 5,000 video-based tutorials on diverse topics, taught by industry experts. Log on with your UCNetID and password. For more information: http://www.hr.ucsb.edu/training/lynda

CEB is a learning and career development resource available free of charge to staff, with topics and learning tools relating to long-term career goals, employee engagement, leadership, succession management, and more. Log on with your UCSBNetID and password. For more information: https://www.cebglobal.com/public/manager-excellence-resource-center/login.html

The UC People Management Series, built in partnership with UC locations, was launched in 2014. These eCourses are designed to provide fundamentals training to people managers and those who aspire to people management roles. All of the UC People Management Series courses can be accessed anytime, anywhere from the Learning Center. For more information:        https://www.learningcenter.ucsb.edu/employee-only-log

The UC Management Development Program (systemwide), an initiative for managers, leaders of a division or functional area, and leaders of complex programs and projects, is designed to strengthen leadership capabilities in the UC Core Competencies.  The UC Management Development Program is held on annually and is comprised of the four full-day classes. For more information: http://www.ucop.edu/human-resources/management-development-program/index.html

UC-CORO Systemwide Leadership Collaborative (systemwide) is open to senior staff at the level or director and above, and focuses on the benefits of inter-campus and cross functional involvement. Offered to 40–45 administrators who are nominated from UC campuses, the program is intended to enhance the leadership skills of those individuals and to foster relationships, networking and collaboration across UC. For more information: http://www.ucop.edu/human-resources/coro/index.html
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CEB Learning & Development Leadership Council

Employee Guide: Building and Using an IDP

Implement Your IDP

Create an IDP

Development Planning 101

Instructions:

Use the resources in this guide separately, or in conjunction, to help you create an IDP, implement it, and track your progress against it. 







Track Progress Against Your IDP 



Steps for This Guide:



Create an IDP Timeline
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Development Planning 101

CEB Learning & Development Leadership Council

Employee Guide: Building and Using an IDP

Definition: An Individual Development Plan (IDP) is the document created by each employee to identify and track progress against specific skill gaps and development goals. 



A good development plan can position you to build both the skills you need to improve your performance in the short term and the skills you will need to achieve your long-term career goals. 



As you think about creating a development plan, remember three things:

 

Performance and Learning Are Linked to Each Other: You can build the skills you need by focusing on the work experiences and assignments that are most closely tied to your performance objectives.



While the Skills May Change, the Strengths You Draw upon Do Not: The strengths that have made you successful in the past do not go away. Although you may need to address development weaknesses, do not forget to continue to build your strengths.



Your Success Depends on the People You Ask to Help You: By sharing your development goals with your manager, peers, mentor, or their direct reports, you engage their support to ensure you are building a strong IDP.



Quick Tips for Creating a Development Plan



Not having a development plan is better than having a bad one. 

Ideally, an IDP is created with the input of both the manager and the employee.

About 70% of the actions taken to achieve development goals should be through on-the-job experiences, with about 20% coaching and feedback-based learning, and only 10% formal classroom training. 

An IDP should concentrate on ways to leverage strengths as well as improve areas where employees are not as strong. 

Focus on developing no more than one or two areas where the employee needs to improve. 

Development goals must be achievable. 

Include action steps that will assist the employee in achieving his/her development goals and include an implementation timetable. 

Make clear how results will be measured. 
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Create an IDP

CEB Learning & Development Leadership Council

Employee Guide: Building and Using an IDP

		Development Goal		Skill Being Developed		Action Steps		Success Measures		Target Completion Date		Date of Next IDP-Pullup

		 
Goal #1		 		 
1.
 
2.
 
3.
 		 
1.
 
2.
 
3.
 		 		 



Development Goals

Include both strengths and development areas 

Are tied to performance goals

Action Steps

Are taken by the employee and by the manager (e.g., coaching)

Approximately 80% of action steps should tie to your current job assignments and responsibilities; less than 20% should be formal classroom or online training



Success Measures

Set the expectation for gradual, realistic growth

Are easily visible and therefore, measurable



Which skill do I need to develop?

How will I develop this skill?

How will I know if I have achieved the goal?













Individual Development Plan Template

Instructions: Use the guide below to learn how to fill out an individual development plan, then on the next page, fill out the full template with your manager.  
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Create an IDP (continued)

CEB Learning & Development Leadership Council

Employee Guide: Building and Using an IDP

Instructions: Complete  the template below with your manager to define and document development goals, how to achieve them, and how to know when you have succeeded.

		Employee Name:						Manager Name:				

		Development Goal		Skill Being Developed		Action Steps		Success Measures		Target Completion Date		Date of Next IDP-Pull-up

		 
Goal #1		 		 
1.
 
2.
 
3.
 		 
1.
 
2.
 
3.
 		 		 

		 
Goal #2		 		 
1.
 
2.
 
3.
 		 
1.
 
2.
 
3.
 		 		 

		 
Goal #3		 		 
1.
 
2.
 
3.
 		 
1.
 
2.
 
3.
 		 		 



I have read and discussed my IDP with my manager.

Staff Member Signature: ________________________

I have read and discussed my IDP with my direct report.

Manager Signature: ________________________
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Create an IDP Timeline

CEB Learning & Development Leadership Council

Employee Guide: Building and Using an IDP

		Development Goal		Skill Being
Developed		Action Steps		Success Measures		Target Finish Date

		 
Be able to present project findings to the senior leadership team		 
Communication		Network with speech “guru” to learn presentation tips
Work with team to develop script highlighting project findings		 
1. Present half of scripted speech to peers; let co-presenter handle Q&A session
2. Present fully scripted speech to peers; handle Q&A
3. Present speech in its entirety to function’s senior leadership team
 		 
3 Months from now
9 Months from now
1 year from now




Consider Current and Desired Skill Level

Take stock of your current abilities as you begin to identify milestones. Ask yourself the following questions: 



What steps would I expect someone to take to reach this development goal?



What activities would indicate growth in this skill area?



Think About the Time It Takes to Complete Each Step

Each milestone builds on its predecessor.  As you identify target completion dates, consider the following: 

How long will it take someone to demonstrate competence at this activity?

Is the timeline challenging yet achievable?

Tips to Get Started:

Instructions: Despite including target completion timelines on IDPs, it is often challenging for employees to achieve their development goals without added structure. Keep in mind the following tips, and then give your direct report the framework at the bottom of the page to help establish milestones and achievable timelines for his/ her development goals.
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Implement Your IDP

CEB Learning & Development Leadership Council

Employee Guide: Building and Using an IDP

		Development Plan Checklist		

		Development Goals		 Have I shared the plan with my manager and incorporated his/her feedback?

				Do I focus on the skills I’ll need to successfully do my job now and those I’ll need to achieve my career goals?

				Do I focus on continuing to build my strengths at least as much as I focus on closing any gaps?

				 Does this development plan push me to the edge of my “comfort zone”?

		Action Steps		Have I identified a clear action plan that will help me reach my development goals?

				Have I made sure that at least 80% of my action steps are tied to my day-to-day job responsibilities and project assignments and fewer than 20% are training programs?

		Success Measures		Have I shared my development goals with others so I can measure progress along the way?

				Have I created realistic and achievable metrics to measure my progress?

				Have I tied the metrics to realistic deadlines to assess my progress?

				Have I created milestones to ensure I’m on track?



Instructions: After completing a draft of your IDP, use the checklist below to ensure that your development plan is ready to be implemented.
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Track Progress Against Your IDP

CEB Learning & Development Leadership Council

Employee Guide: Building and Using an IDP

Set up Meetings with Your Manager: At the end of the day, it’s your development and your career. You are responsible for proactively ensuring that your development is in line with your own performance expectations or career aspirations.



Take the Time to Review Your Plan Before You Meet with Your Manager: As you examine your development plan, ask yourself the following questions:

Do I have to set new goals or milestones because I reached the old ones?

Are my milestones or goals still achievable, or do I need to readjust the timeline?

Have I had any changes in my projects or job responsibilities that make any of my development areas irrelevant?

Have new strengths or development opportunities come to light that would serve as better areas of focus for our efforts?

Can I provide my manager with concrete examples as I make the case for amending my development plan?



Send Your Manager Any Major Changes in Advance: Don’t surprise your manager with major changes during the meeting. Give him or her the opportunity to review your proposals. It could be that you are in complete agreement, or it could be that your manager perceives your progress differently. Either way, advance warning provides for a more constructive discussion about your development.



Leave the Meeting with a Balanced Plan: Make sure you leave all meetings with a firm belief that your plan balances current performance expectations with future career aspirations and challenges you to build on your strengths and development areas.



Review Where Your Manager Can Provide the Most Help: Take the time to review your manager’s coaching efforts to date, and see if they have aligned with your development areas. If you wish to make changes to your development plan, you should be prepared to discuss how your manager can best help you achieve any new goals.

Instructions: Use the following tips to ensure that your development plans are relevant and reflect the skills and capabilities you want or need to build.
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Individual Development Plan (IDP)


Instructions


There are many tools and techniques available to develop a specific plan of action for learning and career management. Whether you are exploring options at UC Santa Barbara or beyond, you may find the Individual Development Plan (IDP) to be a helpful tool. Consider the following guidelines for creating and implementing your IDP:


Know the Purpose of your IDP


· Prioritize and develop a plan of action to reach your short- and long-term career goals.


· Focus your personal efforts in the areas that you have selected.


· Identify, outline and use resources.


· Create an action plan that is clear and achievable.


Use your IDP as a complement to your Performance Goals & Objectives Form

· Performance year goals may be related to an area of responsibility, a professional development need, a performance need, a special project need, or other goals deemed appropriate by the supervisor.

· A well prepared IDP might include occupational exploration and research, professional development, skills training, formal education or a job search campaign.

Put your IDP into Action


· Discuss your IDP with your supervisor and other appropriate individuals. Use this time to state your goals and clarify expectations.


· Actively work your plan by taking an immediate step toward putting your plan in action.


· Evaluate your plan along the way and modify it as needed.


· Expect obstacles and work to overcome them.


· Celebrate your successes along the way!


Individual Development Plan (IDP)


Employee Name 
Position



Department

Supervisor



		Goals

to be achieved

		Competencies
to be learned 
or acquired

		Actions

to be taken

		Resources
that are needed (money, time, etc.)

		Time Frame



		

		

		

		

		Start

		Complete



		Short-range
Critical within present position 
(1 year)




		· Communication

· Diversity & Inclusion


· Employee Engagement


· Innovation & Change Management


· Job Mastery & Continuous Learning


· Resource Management


· Results Orientation & Execution


· Service Focus


· Teamwork & Collaboration


· People Management

		

		

		

		





		Mid-long range
Important for growth within present or future position 
(18 months -


2 years)




		· Communication


· Diversity & Inclusion


· Employee Engagement


· Innovation & Change Management


· Job Mastery & Continuous Learning


· Resource Management


· Results Orientation & Execution


· Service Focus


· Teamwork & Collaboration


People Management

		

		

		

		





		Additional Comments








		



		Employee Signature                                                                                  Date








Supervisor Signature                                                                                 Date
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CEB Learning & Development Leadership Council

Employee Guide: Manage Your Career

Summarize Your Career Aspirations

Discuss Your Career Interests with Your Manager

Establish a Vision for Your Career

Understand Career Pathing Roles and Responsibilities

Create an Action Plan

Instructions:

This resource is designed to support individuals in identifying and progressing toward their career aspirations.  Use this guidebook to help you determine your career interests, explore various career possibilities, and create and implement an action plan.









Steps for this Guide: 
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Instructions: You are principally responsible for managing your own career and making progress against your desired career path.  However, you should use the resources your organization provides (such as this guidebook), and turn to your manager for support and advice throughout the process.  Use the outline below to understand your role vs. your manager’s role with regard to your career development.

Employee’s Role:

Own the career development process

Take responsibility for your self-evaluation and preparation for career development discussions

Initiate ongoing career development conversations with your manager

Create an action plan and ask for feedback on it from your manager

Track your development progress against the action plan

Manager’s Role:

Understand employee’s goals and aspirations

Provide guidance to employee on appropriate development opportunities

Share potential career moves with employee

Help employee understand internal movement guidelines and opportunities

Provide ongoing feedback on development progress

Encourage and support employee’s career development process

Understand Career Pathing Roles and Responsibilities



CEB Learning & Development Leadership Council

Employee Guide: Manage Your Career
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Instructions: Use the questions on the following pages as a guide to help you consider your career preferences, strengths, development gaps, personal drivers, and potential limitations associated with accomplishing your career objectives. 

		Questions About Your Current Status

		1.  How would you describe your progress in your career thus far?
2.  What are the most important skills you’ve learned so far?  Why?
3.  What have been the most impactful experiences you’ve had so far?  Why?
4.  What is your favorite part of your current role?  Your least favorite? 
5.  What is the one task or type of project you would like to do more frequently in future roles?  Less frequently? 



Establish a Vision for Your Career



		Questions About Your Strengths

		6.  What do you do really well?
7.  What are you recognized or rewarded for most often?
8.  What are your unique experiences or capabilities?
9.  Which of your accomplishments are you proudest of? 
10. Do people often come to your for help with one specific task or skill? What is it?



CEB Learning & Development Leadership Council

Employee Guide: Manage Your Career
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		Questions About Skill/ Competency Gaps

		11.  What experiences or capabilities do you lack that people on a similar career path have?
12.  What do others perceive as your greatest weaknesses?
13.  What development gaps do you need to address before you can pursue your career goals?
14.  What other experiences do you need to have in order to accomplish your career goals (e.g., experiences in different functions, geographies, industries)? 
15.  What sort of additional education or certifications do you need in order to reach your career goals? 
16.  How well do your career goals align with your current development opportunities?  



Establish a Vision For Your Career (continued) 



CEB Learning & Development Leadership Council

Employee Guide: Manage Your Career
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		Questions About Personal Drivers

		17.  What do you value most in terms of your career (e.g., autonomy, work-life balance, management, collaboration, independence, recognition, prestige, diverse nature of work, influence, compensation, interpersonal relationships)?
18.  What drives you (are you more creative or concrete in your mindset, outcomes- or process-focused, compensation- or altruistic-focused, etc.)?
19.  What sort of lifestyle would you like to live?
20.  What non-work goals and priorities may influence your career decisions?  In what ways?



Establish a Vision For Your Career (continued)



		Questions About Constraints/ Limitations

		21.  How competitive is the field/position you’d like to pursue?
22.  What personal factors may influence your career decisions (e.g., geographic constraints, personal timing, spouse/partner’s career)?
23.  What sort of environmental factors may impact your career decisions (e.g., economic, political, technological, industry-related, and organization-specific changes that could impact your career)? 



CEB Learning & Development Leadership Council

Employee Guide: Manage Your Career
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Instructions: Considering your responses to the questions from the previous pages, outline your career aspirations below.

		1.  How would you define your career aspirations?

		



		2.  What roles would you be interested in having in 1–2 years?

		a.  
b.  
c.  



		3.  What roles would you be interested in having in 3–5 years?

		a.  
b.  
c.  



Summarize Your Career Aspirations



CEB Learning & Development Leadership Council
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Instructions: Once you identify your career aspirations, schedule some time with your manager to discuss your career objectives.  Use the career interest discussion template below to help guide your conversation.

		Information to Share with Your Manager

		I would like to ______________________________, _______________________________ within a timeframe of __________________________________.
Do you think these goals are realistic?
Is the timeframe I have in mind reasonable?

I am potentially limited by ___________________________________, ___________________________________, _________________________________.
Do you think this will hinder my career plans?
How could I prevent this from happening?

I believe that ________________________________, __________________________________, ________________________________ are my strengths. 
To what extent do you agree? 
What would you change or add?

I believe that _______________________________, ______________________________, ______________________________ are my development areas.
To what extent do you agree? 
What would you change or add?

I’ve identified some critical experiences I need to have in order to reach my career goals, such as ________________________________, 
_______________________________, ________________________________, ___________________________________.
What am I missing?
How I can improve my development areas in my current role?



Discuss Your Career Interests With Your Manager



CEB Learning & Development Leadership Council

Employee Guide: Manage Your Career
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Instructions: Using the information you collected through the previous pages of this document, work with your manager to complete the template below. 

		Employee Name:  								Current Position:  				Date:  

		Career Mission Statement—What do you want to accomplish and why?

												

		Short-Term Career Goal—Where do you hope to be in 3–5 years?

												

		Target Experiences/Knowledge								Target Competencies (Skills and Attributes)				

		What experiences/knowledge do you need to have?  
1.  
2.  
3.   				By when?
1.  
2.  
3.   				What competencies do you need to have?  
1.  
2.  
3.   				By when?
1.  
2.  
3.   

		Action Plan												

		Development Goals
What are your development objectives, including target experiences and competencies?		Action Steps
What 2–4 specific actions or activities will help you achieve each goal?				Resources
What resources, such as management approval, funding, time away from work, will you need to complete each step?				Constraints
What constraints do you anticipate encountering when pursuing each development goal?		Target Date
What is the deadline for each development goal?

		1.  												

		2.  												

		3.  												



Create an Action Plan



CEB Learning & Development Leadership Council
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What is a Résumé?

A résumé is a marketing tool which used to market yourself to potential employers. It is also used to summarize
and emphasis your accomplishments, focusing on your future—not your past. The main purpose of a résumé is to
entice potential employers into setting up an interview.

Objectives of a Résumé

The objective of a résumeé is to get an interview. A résumé is your first and perhaps only opportunity to sell
yourself to a potential employer. Hiring managers may have limited time to review all the résumés they receive
so it is important to make a good first impression.

Developing Your Résumé

Before you sit down to write your résumé, take some time to think about the applicable skills, abilities, and
experiences you feel are important to the type of job you want. Create a list of accomplishments that illustrate
your value, show your competency, and highlight your abilities. Think of action verbs and descriptive
adjectives that best describe you and your past experiences. Analyze experience and relevant skill areas: things
you can do, roles you’ve taken, working conditions you excel in, things you know, and how you describe your
values and priorities.

Basic Components

There are basic components all résumés should include. Your résumé, regardless of the job you are applying to,
should include:

* Contact Information

*  Work History

* Education

» References

* Awards, honors or skills and training

While there is a certain hierarchy to how these components should be organized, there is flexibility depending
on what information is most relevant to you and the job you are applying to.
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Contact Information

Your contact information should be placed in a prominent and clear position. Make sure that all the information
is up to date and correct. You should include the following information:

*  Your full name

*  Your e-mail address*

*  Your permanent address

*  Your local or campus address (if applicable)
*  Your phone number(s)

*  Your web address/URL (if applicable)**

* Avoid using unprofessional or questionable email addresses. Make sure the email address you are providing is
permanent and one you check often. With current technology many jobs may not only have you apply online,
they may use email as the primary method of contacting you.

**Avoid using personal blogs, social media profiles, or sites that do not reflect your professional life.

An Objective Statement (Optional)

The objective appears near the top of your résumé and tells the reader about your career goals and/or expresses
interest in a specific job or vacancy. The objective gives direction and focus to your résumé. However, the
industry is slowly moving away from these.

Highlights of Qualifications

This section highlighted near the top of your résumé should reflect a complete, bulleted list of your most sig-
nificant career achievements that benefited an employer. (We suggest you narrow the list down to the top 5).
Achievements should be direct and to the point, contain measurable information, and emphasize positive results.
Most achievement summaries consist of four parts which do not necessarily have to follow the order listed be-
low:

* A description of the event
*  What made it important?
*  What you did to make it happen?

¢ The measurable results
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Work History or Education?

Often the next section on your résumé should be dedicated to your work history or job experience. However, in
some cases it may be appropriate to put education before your work history. It is up to you to decide which is
more relevant to your situation or the job you are applying to.

For instance:

+ If'you have a number of years experience relevant to the job or industry which you are applying to or
when your experience is closely aligned to the job requirements of a position, you may wish to place
work experience before education. In these cases it is beneficial to put emphasis on your work
experience and job accomplishments. Often recruiters want to know up front if you have the experience
they require and if you have held a stable position.

* However, depending on how important education is to your field or to the position you are applying to,
you may wish to place education before work history. If you are a recent graduate, have less related
experience (less than two years) and more relevant education. Education would also come first if the job
you are applying to requires specific training or course work. If you are changing careers you may wish
to show you have pursued education to support this transition.

It is up to you to decide which is more important to the job you want.

Experience/Work History

This section should be used to list your work history or experience. You will want to list this in reverse
chronological order starting with your most recent or most relevant job experience. Include information such as:

« Job title

« Company name and location
* Dates

* Duties performed

Make sure this section is easy to read with appropriate formatting—spacing, bullets, etc. Use action verbs to
highlight your accomplishment. The duties you preformed, responsibilities you held, and achievements you
gained are more important than job titles. Job titles and classifications vary from place to place so it is impor-
tant to outline exactly what you did within individual positions. If your job title does not appropriately convey
your position when compared with your actual duties, use a more descriptive title after your official title.

When explaining the duties you performed describe in detail what you did and what equipment/tools you used.
Use industry terminology if appropriate. Identify the personal strengths and skills you used to achieve your
accomplishments within that position. Also, be sure to quantify the results of your actions.
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Do not include your reasons for leaving a job or your salary unless this information is specifically asked for by
the employer. Not every work experience or job must be a paid position in order to be included; put relevant
volunteer work in this section, as long as it is pertinent.

Depending on how long you have been in the work force or how many positions you have held there may be a
limit to the jobs you wish to include on your résumé. It is good practice to keep your résumé no longer than two
pages, which means you may not be able to list every job you’ve ever held. Jobs that took place over ten or
fifteen years ago or that are irrelevant to the industry you are applying to, can be left off. If employers want
more, they will ask for that information separately.

Education, Certifications, and Licenses

Similar to the work history section list your education in reverse chronological order starting with your most
recent or highest level of education. Depending on relevance, how far along you are in your professional career,
or how far you have gone in your education it is unlikely your high school information is necessary. If you have
your Associate or Bachelor’s degree, it is obvious you completed the equivalent of a high school diploma.

You should include the following information:
* Name of degree (spelled out: Bachelor of , etc) in (name of Major)
» Name of university, city/state of university
* Graduation year (unless you graduated more than about 15 years ago)
* Additional information, such as minor and GPA (optional)
» Ifyou haven’t graduated yet, list your prospective year of graduation

There are other kinds of education that may be specific to the type of position you are looking for, such as
continuing education, trainings, certifications or licenses, special training seminars, or vocational courses.
Include these as you see fit and as they are relevant to the position.

Accomplishments, Activities, Awards, and Skills

These next areas depend on what you think is important to the role/position you are seeking. You might list
skills that make you unique, a list of programs you have used or are familiar with. Be specific in describing
your special skills; name computer programs you’ve used, how long you have studied a foreign language, dates
of military service, etc.
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Also, if you have received particular honors or awards that may interest employers you may add a section for
them. Avoid listing hobbies and personal information.

Just remember to keep it all relevant, if the information you are listing has no importance to the position then
you are wasting valuable space and the hiring manager may feel you are wasting their time.

References

At the end of your résumé you will want to list the names and contact information of individuals who are
willing to refer you to potential employers. These should be people you have worked with in some capacity—
they should be able to provide professional references rather than much character references. Be sure to ask
individuals beforehand if you can list them as a reference and give out their contact information, as well as let
them know they may potentially be contacted.

List the following information:
* Name
» Job title or relation to you
* Phone number and/or email address

List three or more references depending on the space you have available. It is not necessary you list the names
and contact information if you do not have space or prefer not to give that information; simply state that
references are available upon request.

Formatting Your Résumé

It is important that your information is clearly laid out in order to be easily and quickly reviewed. Think of your
résumé as valuable real estate, and make sure you are using that real estate the best way you can.

A résumé should be one or two pages long. If you are a senior-level manager/executive or applying for a
teaching position, your résumé may be longer or you may be asked to provide a curricula vita. If your résumé
extends to a second page but does not fill more than half of that extra page, consider reformatting. Empty space
looks sloppy and you want your résumé to look well planned out.

Your résumé should be well balanced with an equal amount of text and white space. This is pleasing to the eye
and will make your résumé appear clean and professional. Readers typically read top to bottom and left to right,
so place information accordingly. Be sure to leave a clear margin around your page, which looks neat and gives
the employer space to make notes.

Use basic clear fonts, such as Times New Roman or Arial. Avoid using more than one font. Generally keep
most information at a size of 12pt. Do not use color fonts or paper. Use headlines, bolding, and bullets to clearly
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define sections of your résumé and information hierarchy. Use spacing to break up individual sections of your
résumé such as education and work history. Do not justify your text because this could create odd spacing
between words. It is better to stick with the standard left aligned paragraphs.

There are many programs that offer different templates for résumés. For example Microsoft Word offers a
variety of templates in which you can simply plug in your information (many templates already have space
holding information in them which is meant to be replaced, just be sure you replace all of this information with
your own). When choosing a template or formatting your own résumé, remember to keep things simple and
neat. Keep sections clearly defined.

Distributing Your Résumé

It is best to have your résumé saved as a Adobe PDF or simple text document, since these formats are generally
compatible universally. You may want to have a simple text version of your résumé that can easily be
copy/pasted into the body of an email or a web application. When sending a résumé electronically avoid
underlines, bolded words, and italics. Also avoid using graphics, boxes, or columns as these do not always
translate from computer to computer. Printing out a hard copy to keep on file is always a good idea.

Protecting Yourself

By law there is certain personal information an employer cannot ask applicants. In some instances an
application may ask for your race, age, gender, marital status, if you have a disability or are a veteran, etc. but
these sections should be optional and you should not feel pressured to answer these questions. Sometimes this
information is collected for statistical purposes only. Do not to include any of these on your résumé.

Keep in mind you have no idea who will be seeing your résumé, and online applications may not be secure.
Avoid putting certain personal information on your résumé or an application. Never put your Social Security
number on anything, particularly if you are transmitting it over the Internet. A Social Security number is
something you can provide your employer with once hired. Use your own judgment on the information you
feel comfortable revealing.

The Cover Letter

Ideally you will tailor your résumé to each job you are applying to, but often this is not the case. After you have
developed a well organized and professional résumé it is unlikely you will wish to or have the time to gear your
résumé towards every job you apply to (though in some cases you may wish to have multiple résumés if you are
applying to jobs in vastly different fields). This is why a cover letter is so important. A cover letter is a personal
statement of interest in a particular position or company. It should be written specific to the job or company you
are applying to and should not exceed one page.

Page 8





Depending on the current job market or the interest in a specific position an employer may not have enough
time to review every résumé sent in. This is where a well written cover letter comes into play. Think of a cover
letter as a preview of your résumé or an advertisement that will entice employers to keep reading. It is an
opportunity to personalize your résumé and target your skills towards a single employer. Do some of the work
for the employer: tell them how you are qualified for this particular position and why you are right for the job.
It pays to do your research on a company or job before writing your cover letter.

You should organize your letter with the following:

» Statement of purpose: Name the position to which you are applying and how/where you learned of the
position or company.

» Explanation of qualifications: Explain why you are interested in working for this employer. Emphasize
the qualifications you particularly want the employer to notice and how they are relevant to the position
or company. Do not be overly repetitive of information in your résumé.

* Closing statement: State your availability to further discuss employment opportunities and refer them to
your enclosed résumé for more information.

Be sure to include contact information on your cover letter as well.

Disclaimer

This guide is meant to be used as a helpful tool when writing your résumé but none of the information is to be
taken as a set standard. There are many ways in which to write and format a résumé and each person’s résumé
will be different. Your résumé should reflect who you are as a professional.

Useful Links

Action Verbs

Useful Phrases

Adjectives
Check List

Most Frequent Résumé Mistakes
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Most Frequent Résumé Mistakes

* Including typos and other spelling or grammatical errors: Before you send out your résumé, make
sure you have proofread it several times. Many hiring managers will automatically throw away a résumé
that has typos or other errors.

* Lengthy resume: Surveyed managers reported that résumé only get a 15 second review.

* No dates listed: From a recruiter’s perspective, candidates eliminate dates on their résumé for only one
reason: to hide information, such as a history of job-hopping or a long period of unemployment.

* Sending a resume without a cover letter: Résumé and cover letters should be inseparable. Make sure
you don’t give up your chance to really sell yourself with a cover letter.

* Poorly organized: Information on a résumé should be listed in order of importance to the reader. If
your résumeé is difficult to read or key information is buried, it’s more likely to be cast aside.

* Lying: Employers reported they are on the lookout for lies or serious exaggerated claims made in
people’s résumés. Common deceptions include accomplishments, salary, or size of the team managed

* Using really small fonts: Really small fonts are hard to read and don’t photocopy as well (That applies
to your address block as well). What’s too small? Generally don’t go smaller than a 10 point

* Really wide margins with content squeezed in the middle: Your margins should be at least one half
inch. You really don’t need more than one inch.

* Too personal: If your Web site includes photos of your cat or your personal blog about what you did
over the weekend, don’t steer prospective employers there by including it on your résumé. Keep your
personal and your professional life separate in order to be taken seriously.

*  Writing in the first person: Your résumé¢ is not a personal correspondence, and should not include
words such as “I,” “My,” and “Me.” Save the first person pronouns for your cover letter.
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Your Résumé Check List

Is my contact information prominently displayed and correct?

Is my résumé pleasing to the eve, with an easy-to-read font, and a good layout?

If I have used a preset template, have I replaced all the template information with my

own?

Have I carefully reviewed for typos: spelling, punctuation and grammar mistakes?

Is the information listed in order of relevance to the position?

Are my qualifications and experiences specific?

Do I use action verbs?

Does my résumé fit into two pages? Do I use a full page or is there too much white space

left on the second page?

Is the contact information for my references correct?

Have I made any common mistakes?

Page 11





Additional Resources

Action Verbs
* Action verbs make the résumé come alive.

» Try to use a variety of action verbs rather than repeating the same few.

» Choose the words that most appropriately describe your responsibilities:

Accelerated Constructed Envisioned Inspected Originated Reconciled Sponsored
Accomplished Consulted Established Inspired Overcame Recognized Stabilized
Achieved Contributed Estimated Installed Overhauled Recommended Staffed
Acquired Controlled Evaluated Instituted Oversaw Recruited Standardized
Addressed Converted Examined Instructed Officiated Redesigned Started
Administered Cooperated Exceeded Insured Operated Regulated Streamlined
Advanced Coordinated Executed Integrated Ordered Reinforced Strengthened
Advised Created Exercised Intensified Organized Related Structured
Advocated Cultivated Exhibited Interpreted Oriented Reported Studied
Allocated Decentralized Expanded Interviewed Originated Renegotiated Succeeded
Analyzed Decided Experienced Introduced Overcame Reorganized Suggested
Anticipated Decreased Extended Invented Overhauled Represented Summarized
Applied Defined Extracted Invested Oversaw Researched Supervised
Appointed Delegated Facilitated Investigated Participated Reshaped Supported
Appraised Delivered Finalized Judged Perceived Resolved Surpassed
Appreciated Demonstrated Financed Justified Perfected Responded to Surveyed
Approved Designated Forecasted Launched Performed Restored Sustained
Arranged Designed Formulated Led Piloted Revamped Tailored
Assessed Detailed Formalized Lightened Pioneered Reviewed Taught
Assigned Determined Founded Liquidated Planned Revised Tested
Attained Devised Fulfilled Located Prepared Revitalized Tightened
Audited Directed Generated Managed Presented Revived Traded
Broadened Discovered Governed Manufactured Presided Satisfied Trained
Budgeted Displayed Guided Marketed Prevented Saved Transacted
Built Distributed Handled Mastered Processed Scheduled Transferred
Calculated Documented Headed Mobilized Procured Secured Transformed
Centralized Doubled Helped Modified Produced Selected Translated
Clarified Earned Hired Monitored Programmed Served Trimmed
Collaborated Edited Identified Motivated Promoted Set up Uncovered
Combined Educated Implemented Negotiated Proposed Settled Undertook
Commanded Employed Improved Normalized Proved Shaped Unified
Completed Encouraged Improvised Obtained Provided Showed Used
Composed Energized Increased Officiated Published Simplified Utilized
Conducted Enforced Influenced Operated Purchased Solved Verified
Connected Engineered Initiated Organized Re-established Sparked Widened
Consolidated Enhanced Innovated Oriented Realized Specified Wrote
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Useful Phrases

The following phrases may help you organize your accomplishment statements for both résumé and

employment correspondence.

When choosing the phrase that best describes the situation, read it over once or twice in the context of the

sentence to be certain that the selection is correct, and that the phrase reads well.

* Acted/Functioned as...

* Consistently...

« Company engaged in...

» Contracted/Subcontracted by... to...

» Covered assigned territory consisting of...
* Demonstrated expertise in...

» Extensively trained in...

» Extensively involved in...

* Ensured maximum/optimum/minimum...
* Exceeded by...

* Honored as...

* Initially employed to/Joined organization to...

Adjectives

Interacted heavily with...

More than . . . years’ extensive/Diverse
experience in...

Newly established company/Entity
engaged in...

Proven track record of/in...
Provided technical assistance to...
Promoted to...

Promoted from... to...

Reported to/Reported directly to...

Specialized in...

Selected as/Elected to...

Not only is it important to be honest and pick adjectives that truly reflect your personality, work ethic, etc., it

is also important to think of adjectives that describe your traits and are suitable for the job you are apply for.

These may be words you wish to use in your résumé and could also be used if an employer asks you to describe

yourself with a few adjectives during an interview.

Alert Ambitious Brave Bright Calm
Capable Cheerful Confident Cooperative Courageous
Credible Cultured Decisive Delightful Detailed

Determined Diligent Discreet Dynamic Eager
Efficient Eminent Encouraging Energetic Entertaining
Enthusiastic Excellent Fair Faithful Fearless

Frank Friendly Generous Helpful Honorable
Impartial Industrious Instinctive Kind Knowledgeable
Likeable Productive Punctual Responsible Self-assured
Sincere Talented Thrifty Tough Trustworthy

Unbiased Upbeat Willing Wise Witty






Exercises

Here are some exercises to help get you ready for writing your résumé.

List your transferable skills or abilities:

Now that you have some idea of how to use action verbs, emphasize skills and abilities have you used in your
current position or life that will be useful to your future career utilizing action verbs. What communication
skills do you have? What kind of planning or organizing have you done? Are you good at making decisions?
Are you a good editor? Remember to be specific.

When mentioning these skills and abilities on your résumé portray them so they support what you would be
doing in the job you are applying to or job you ultimately want.

Make a list of accomplishments achieved in your last position:

Think about the problems you’ve met and the solutions you came up with. What did you do that you are most
proud of? Did you influence change? Do something better, faster, or cheaper? Did you demonstrate leadership
qualities? Be sure to include what did you did, how you did it, and what the results were.
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Make a list of qualities or actions necessary for the job you are applying to:

Put yourself in the hiring manager’s shoes. What qualities do you think they are looking for in a candidate?
What skills is the person for this position going to possess? What will this person need to do?

Page 15





Brief example of a résumé
Jane Smith

1122 University Ave, Redlands, CA 92373  JSmith@gmail.com (555) 956-5562

QUALIFICATIONS

= Qver six years progressively responsible Student Affairs experience

» Extensive experience working with Student Life organizations, Leadership programs, and Living
Learning Programs

= Strong background in targeted programming and large scale event planning
= Skilled in staff recruitment, hiring, training, and supervision

= Strong ability to work collaboratively and establish quality relationships with student leaders, faculty,
staff, and larger community

EDUCATION

= Master of Education, College Student Affairs May 2002
Azusa Pacific University, Azusa, CA

= Bachelor of Science, Health Administration and Planning, with a minor in Business June 1999
California State University, San Bernardino, CA

PROFESSIONAL EXPERIENCE
Coordinator, Student Organizations February 2006 - Present

Student Life, University of California, Riverside, CA

» Responsible for indirect advisement for more than 250 student organizations
» Participated on the First Year Success Series committee
» Facilitated and organized Applied Leaders, a six week leadership development course in spring 2007

» Facilitated and organized Beyond Basics, a six week student organization administration course in
winter 2007

= Responsible for the various aspects of organization registration for over 200 student organizations
= Coordination of the 2006 orientation program for UCR transfer students
= Supported various aspects of UCR’s Orientation program

* Presented workshops on various topics: Officer Transition, Event Planning, Financial Management and
Fundraising

= Directly advise and support the following student organizations:
o National Pan-Hellenic Council, oversees historical African American Greek organizations
o Omicron Delta Kappa, Leadership Honor Society UCR Circle
o The National Society of Collegiate Scholars UCR Chapter
o Alpha Pi Sigma, Latina Sorority
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Coordinator of Student Development August 2002 - June 2005
Housing and Residential Life, California Polytechnic State University, San Luis Obispo, CA

» Managed residential communities up to 800 residents.

*» |Implemented Living Learning Program, working with the Associate Deans of the Orfalea College of
Business and College of Architecture and Environmental Design by providing programs and services in
the residential community to assist the residents in their academics (2002-2004)

= Chaired Academic Excellence Program Team consisting of representatives from academic advising,
career services, student academic services, and the library (2002-2004)

= Implemented and assisted in development of new Sophomore Success Learning community focusing
on academic success and retention

= Directly supervised up to 12 resident advisors, 6 student assistants, and 1 student manager

» Acted as community discipline officer; collaborated with judicial affairs and campus police when
necessary
= Met with residents who were placed on academic probation to provide additional support and resources

= OQOversaw the Community Service programs for 3,600

Resident Coordinator August 2001 - July 2002

Housing and Residential Life, California State University, San Bernardino, CA

= Opened and managed new apartment complex for 600 students; First apartment complex on campus
= Assisted in developing policies and procedures for the new complex
=  Supervised 14 Resident Advisors

= Coordinated Fall training for 2 Programming Interns, 14 Resident Advisors, and 5§ Community
Programmers

» Advised student group that created, organized, and managed various aspects of the department’s
Welcome Week for over 1,000 residents

» Coordinated Recruitment and Selection process for Resident Advisor Staff;
= Preformed crisis response to 1000 residents
= Supervised two Programming Interns and indirectly supervised 5 Community Programmers

= Responsible for a programming budget

RELATED EXPERIENCE
Instructor November 2000 - June 2001

Orange County Department of Education, Outdoor Science School, Forest Falls, CA

e Supervised 10-12 year-old students in a residential setting
¢ Instructed environmental education activities

» Lead experiential science activities in the outdoors on hiking trails
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References Tips and Guidelines
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References are used as a list of people you select to serve as your professional representatives in the event that the employer elects to contact them. In the past, it was very common to see the phrase “References Available Upon Request” at the end of every resume. Today, that practice is not necessary. When an employer wants a list of your references, he/she will ask for it. Generally a request for references will be made at the conclusion of an interview. Be prepared! Prepare your reference sheet before the interview.



Choosing Your Best References



· References are people you have worked or volunteered with, such as faculty, current or former supervisors and/or colleagues.

· References can include advisors, supervisors, mentors, clients, vendors or anyone in a professional position who can speak about your character, skills and work ethic.

· References should NOT be family, friends or peers, unless you have also had a prior work relationship with them.

· Choose people who have known you for a minimum of six months. The longer they have known you the better; however, try to choose someone with whom you have interacted in the past year.

· Choose your references carefully. References will do the most good if they are provided by people who know you well, think highly of you and can provide specific comments rather than vague generalizations.

· If you must choose between several people who know you well, select those who hold a higher rank in their profession.

· Always ask permission from your references before you use their names.

· Trust your instincts—if the potential reference seems reluctant, don’t include them on your reference list.

· If you chose to use a person who is no longer working at the same location, has retired or left the organization, it is up to you to find that person and include a current telephone number.

· Call your references ahead of time and email an updated copy of your resume to them as a courtesy. Prepare them for WHO might be calling and WHAT position you are applying for. Suggest skills or other qualifications that you want them to emphasize.

· Use the same paper stock as your resume.

· Follow the same format for your name, address and telephone number as you used on your resume.

· Write each of your references to thank them for their time and let them know you appreciate their efforts and keep them informed of your activities.



Reference List Instructions

Your list of references should include:

· Names of three to five professional references

· Business titles and relationship to you

· Business name

· Business address

· E-mail address

· Business or other appropriate telephone numbers

















Sample List of References

MARY JOHNSON
1234 Sutter Street
West Sacramento, CA 95691
(916) 555-5555
mjohnson@yahoo.com

REFERENCES

Carolyn Ramirez
Department Manager and former supervisor
History Department
University of California
One Shields Avenue
Davis, CA 95616
caro@anyuc.edu
(530) 555-5555

Jane Smith, Ph.D.
Retired Director of Research and former supervisor
Center for the Americas
123 Home Street
South Lake Tahoe, CA 99999
(916) 555-5555

George Lee
Circulation Manager and current supervisor
Shields Library
University of California
One Shields Avenue
Davis, CA 95616
jsmith@anyuc.edu
(530) 555-5555
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TALENTS INQUIRY AND STRENGTHS SCAN EXERCISE

It’s crucial that you know your strengths — the key skills, abilities, and behaviors that you
use well in your work. Ask others for feedback to help you identify your strengths.

STRENGTHS SCAN

Ask 5 friends, family members, supervisors (former or current), career mentors,

and/or co-workers (former or current) to tell you what they think are your strengths

and talents, your most positive or special qualities, and your best personal

characteristics.

If possible, try to include people who know you from different times and contexts of

your life and include people in at least the following categories: family member(s),

friend(s), co-worker(s).

It is best to ask them to provide this to you in written form so that you can compare

the responses and see patterns.

Once you have their responses, summarize the themes you see among them.

Some possible questions to ask:

What are my standout strengths? (Very few others are as good as | am.)

What are my moderate strengths? (I’'m good — so are many others.)

How would people describe me?

What are my overdone strengths? (Things I’'m good at, but not interested in

using — I’'m going to burnout if | keep focusing on these.)

5. What are two skills | should strengthen? How would it help me, given what |
want to do?

AWNR

TALENTS INQUIRY

1. Make a list of everything that comes naturally to you — things for which you seem to

have a “knack”.

* Include work-related and non-work-related things in your list. Sometimes talents
are those things that we consider fun and not “work”, even if we do them in a
work-related context.

* Don’tinclude those things where you think you have developed a skill, but have
no real natural talent.

* Think about times when you are in flow — when you lose track of time because
you are enjoying what you are doing. These might be times that hold clues as to
your talents.

2. Make another list of everything you are not naturally good at.

* Doing this will help you clarify what your talents are by knowing what they are
not.





PUTTING IT ALL TOGETHER

* Write a “Talents and Strengths” profile of yourself based on the information you
gathered from the Strengths Scan and your Talents Inquiry process.

* Asvyou write, describe your strengths and talents in action. Use examples from
your work and life history.

* Share this with others as a way to refine your understanding of the information.
For example, you may share it with your supervisor in a discussion about your
work goals and the kinds of experiences and responsibilities you’d like to take
on. Or you may share it with your support group as a way of getting clarity
about the kind of work that you are best suited for and as a way to prepare for
job interviews.

Exercise courtesy of UC Berkeley Human Resources
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Are you Career Fit?
“Career Fitness” means taking steps toward a healthy career throughout your worklife.

Your answers to the following questions may provide you with some important information about your
personal career fitness level.

YES

Z
o

1. Iknow my strengths in the workplace and what gives me career satisfaction.

2. For each of my job-related experiences, I can list several contributions I made or
things I accomplished.

3. Iknow my weaknesses and/or blind spots and have developed methods for
improvement.

4. 1 have identified some of my most important work-related values (e.g., prestige,
security, variety).

5. Thave discovered what kinds of rewards are important to me in a job (e.g., social,
monetary, professional development).

6. I can describe the characteristics of the work environment in which I would feel
happiest and most productive.

7. Thave benchmarked my skills against market trends.

8. I have developed a list of career possibilities to explore and research for future
career options.

9. Iread current literature for trends in my field.
10. I stay current with administrative changes in my organization.

11. I have attended an event in the past year to learn more about my current field or fields
I might explore.

12. I pursue a variety of opportunities to upgrade my skills and keep pace with my field.

13. I have identified additional skills I would like to develop and where I can receive
that training.

14. I have volunteered for a new team or project in the past year.

15. T have joined and become active in a professional association to enhance my job
awareness and management sKkills.

16. I have participated in an interest group, advisory committee or other group at work.

17. I maintain a written Individual Development Plan (IDP) that addresses my short- and
mid-term goals.

18. I have identified career action steps to take in the next six to twelve months.

oo dofdgoddodoo o oo o oOooadf
oo dofdgoddodoo o oo o oOooadf

19. I can clearly state my career goals.





20. I have an up-to-date resume.

21. I have considered ways to develop job leads and explore other job opportunities.
22. T have conducted an informational interview in the past year.

23. T have developed a list of professional resources.

24. T have practiced my interviewing techniques and am prepared to answer the most
commonly asked interview questions

25. I know what a behavioral interview is and how to answer behavioral questions.
26. I'look ahead to assess organizational and industry trends

27. T actively seek feedback and mentoring from others.

28. T establish new work contacts both within and outside of my organization.

29. I anticipate change in my work environment and can adapt quickly to change in
my organization.

O O0doo0Od obooad
O O0doo0Od obooad

Total

Count the number of “yes” answers:

22-29 Congratulations! Your career fitness shows! You've been working your career management program.
Keep up the good work.

13-21 You are moving in the right direction, but you may need to keep yourself on track. Consider taking a
career management workshop to increase your career fitness level. Explore the UC Davis Career Management
Tookit (http://www.hr.ucdavis.edu/sdps/career-management-toolkit)

Less than 13 Now is a good time to start or update an Individual Development Plan (IDP). Begin by using the
exercises in this toolkit to get started. You might want to consider talking with a career counselor. Explore the
UC Davis Career Management Tookit (http://www.hr.ucdavis.edu/sdps/career-management-toolkit)

Courtesy ot UC Davis Human Resources

(Adapted from the former Career Action Center)
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UC Davis Career Management Toolkit

Values Survey

Rate the degree of importance that the values on the following list have for you. Use the
following to rate the importance:
Place a “1” next to those that are important to you in your personal and professional
life.
Place a “2” next to the values that are reasonably important.

Place a “3” next to the values that are unimportant to you.

Accomplishment - feeling that you have contributed to your work and to your world

Affiliation - being active or involved with a group of people, perhaps in a club,
professional organization, community group or special interest team

Belonging - feeling wanted and needed by family and/or friends
Challenge - feeling personally and professionally challenged by your work

Change/Variety - having a job which has a reasonable amount of variety or different
responsibilities

Compatibility - having good relationships with leaders, colleagues and others that you
come into contact with at work

Competence - doing your work correctly, accurately and with ability

Competition - doing a job which matches your skills and abilities against those of
other people

Communication - expressing your ideas, feelings, and concerns accurately to others

Creativity - creating new products, materials, services and/or systems; generating new
ideas and implementing them

Development - working on self-improvement

Diversity - having the opportunity to meet and/or work with people with diverse
cultural backgrounds

Flexibility — scheduling your work hours or the way you conduct your work

Growth - being with people who are stimulating and challenging, providing an
opportunity to develop your own skills and abilities

Health - living a physically healthy life; exercising, eating properly, taking care of
yourself
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UC Davis Career Management Toolkit

Helping - being involved in activities which offer assistance to others
Humor — ability to see that something is funny; enjoyment of things that are funny
Increasing Income - obtaining promotions or opportunities to increase income

Independence - determining your own activities and priorities with little direction from
others

Influence - being able to influence other people

Impact - being able to help, guide and/or direct people, organizations or projects
Interaction - working predominantly with others

Insight - learning to accept yourself and your strengths and weaknesses
Knowledge - pursuing and expanding your field of knowledge

Leadership - managing or influencing the efforts of others

Learning - knowing that you are growing intellectually

Making a Difference — contributing to efforts that benefit others

Physical - doing work in which coordination and physical activities are desired or
required

Power and authority - directing or controlling the activities of others

Problem-Solving - using problem solving skills and generating solutions

Recognition - having a large circle of colleagues; being known by a number of people
Respect - being respected by others, your colleagues, management and clients

Security - knowing that position is secure (not identified for reorganization or layof¥)
Social - having regular or daily contact with other people

Solitude - working predominantly on your own

Spiritual - being true to your personal convictions

Spontaneity - feeling you can be flexible when desired; not feeling restricted
Supervision - supervising the efforts of others

Support - having colleagues with whom you can confide, share concerns, trust and support
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UC Davis Career Management Toolkit

Teamwork — encouraging cooperation, collaboration and partnerships
WorkLife and Wellness — pursuing interests both within and outside of work

Other values not mentioned above

Values Summary

As you review this list of values, identify UP TO 10 values that you rated with a “1.” If you
have more than 10, go back through all the “1”’s and select your top 10. If fewer, you might want
to review your number “2”’s and add them to the list.

My Top Ten Values

Staff Development and Professional Services Page 3 of 4
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UC Davis Career Management Toolkit

Think about and write some statements that show how your top values are demonstrated in your work.

What top values are missing in your work?
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UC Davis Career Management Toolkit

Transferable Skills

Transferable skills are those related to ideas, people, data or things. To determine your strongest
functional skills, review the list of skills below. Place an “x” next to the skills in which you feel
you are competent. Then, list below the top five that you believe are your greatest strengths.
Place an asterisk by the checked skills you enjoy using most. Put a “+” by the skills in which you
would like to become more proficient.

____achieving ___entertaining ___planning
___administering ___estimating ____predicting
___advising ___evaluating ____preparing
___analyzing ___examining ____problem solving
___anticipating ___exhibiting ____processing

___ appraising ___explaining ___programming
___arranging ___finding ____promoting
____assembling _ forecasting ___proposal writing
___ attaining _ formulating ____protecting
__auditing ___fund-raising ____questioning
___budgeting ___ generalizing ___reading
___calculating ___group facilitating ___recording

__ classifying ___handling complaints ___recruiting
___coaching ___handling detail work __rehabilitating
___collecting ___identifying problems ___remembering
___communicating ___implementing ___repairing
____communicating orally ___improving ___repeating
___compiling data ___inspecting ___reporting
____conceptualizing ___interpreting ____representing
___constructing objects ___interviewing _researching
____consulting ___investigating ____reviewing
___controlling __judging ____rewriting
___coordinating ___leading ___self-understanding
___corresponding ___listening __ selling
____counseling ____making layouts ___setting goals
___ creating ____managing ___sketching
___cultivating ____mapping ____supervising
___dealing with pressure __marketing/selling ___synthesizing
___dealing with unknowns ___measuring ___talking
___deciding ____mediating ___teaching
___delegating ____meeting the public __team building
___designing products/systems ~__ monitoring ____timing
____developing math models ____motivating ___training
___dispensing ____moving with dexterity __treating
___displaying ____negotiating ____trouble-shooting
___ distributing ___observing ___updating

_ dramatizing ___obtaining information ___using instruments
___editing ___operating ___working with precision
___encouraging ___performing under stress ___writing
___enduring ___persuading ____(add your own)

List your FIVE strongest functional skills:
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UC Davis Career Management Toolkit

Job-Specific Skills Assessment

What are the top three to five job-specific skills you would like to use in your next position?

1.

2.

What are the top three to five job-specific skills you would like to develop in your next position
or for a future career?

Staff Development and Professional Services Page 1 of 1
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UC Davis Career Management Toolkit

Self-Management Skills

Self-management skills are the skills that seem natural and make you unique. People often fail
to identify these as skills or give themselves credit for using them, yet they impact professional
identity, the work that is done and the way that it is done. Self-management skills are also
considered professional and personal traits. Examples include being flexible, creative and
resourceful or a team player.

To help you sharpen your focus on who you are, work through this checklist of personal
characteristics. First, read each word and place an “x” next to the ones that describe you as you
are now. Then, look back over the list and list below the five words that are most highly
descriptive of you. To prepare for your next role or future career, place a “+” next to the top
three to five self-management skills you wish to develop further.

____academic _ dignified ___innovative ___ punctual
__ accurate _ diligent _ intelligent _quick
____ active _ diplomatic ____inventive __quiet
___ adaptable __ discreet _ kind _____rational
_____ ambitious _____dynamic __ light-hearted __ realistic
__ assertive _ eager _ logical __ receptive
____ astute ____ easygoing _____loyal _ reflective
__ attractive __ effective __ mature ____ reliable
broadminded ____efficient ____modest __ reserved
~calm __empathetic _____objective _ resourceful
_ candid ___ energetic _____open _____responsible
____ capable __enthusiastic _open-minded _ risk taker
__ caring ___expressive ___ optimistic _ self-confident
____ clear-thinking __ fair-minded _____orderly ___ self-controlled
_ clever __ firm __ organized ____ sensible
____competent _ flexible __ original _____ sensitive
_ competitive _ frank _____outgoing ____ serious
____confident _ friendly _ patient _____ sincere
conscientious ______generous ___ perceptive _____sophisticated
____ conservative __ gentle _____ persevering _ successful
__ considerate _ helpful __ persistent _ tactful
cooperative ____honest ___ pleasant __ talented
_____courageous _____humorous ____ poised _____tenacious
___ creative _ idealistic _____polite _ tidy
____ curious _____imaginative ___ practical __ tolerant
_ deliberate _____independent ____ precise ____versatile
__ democratic __ industrious ____ professional __ warm
___ determined _____initiator ______progressive

List your FIVE strongest self-management skills:
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CAREER DEVELOPMENT COMPETENCIES
ASSESSMENT

What allows some people to effectively manage their careers while others do so less
successfully? Often, it is the mastery of several key competencies that allow people to be
successful in developing their careers. As you read the following list of career management
behaviors, assess your own level of competency in each area of our career development model
using the following scale:

Not True (1) Somewhat True (2) Very True (3)

Self-Assessment Competencies Score

e | know my interests and how they relate to my career.

e | know the strengths | bring to my work.

* | understand my areas for professional growth.

e | know what my values are in relation to work.

e | know my preferred work style.

TOTAL SELF-ASSESSMENT COMPETENCY SCORE

Career Awareness Competencies Score

e | know how to research careers that are relevant to me.

e | know how to learn about jobs at U.C. Berkeley.

* | know how to identify work environments that are satisfying to me.

e | am able to identify my department’s mission, values and goals.

e | understand what is changing in my field and organization, and how it
impacts my career.

TOTAL CAREER AWARENESS COMPETENCY SCORE

Goal Setting Competencies Score

e | have a long-range vision for my career.

o | am able to set goals consistent with performance feedback.

o | take my department’s goals into account when setting my career
goals.

e | can balance my career goals and personal priorities.

e | regularly re-assess my career goals and action steps.

TOTAL GOAL SETTING COMPETENCY SCORE

Staff Career Development - Counseling & Psychological Services 1





Skill Development Competencies

Score

| can identify skills to develop, aligned with my career direction.

| actively seek or create development experiences on and off the job.

| understand the positive lmpact of my skill development on the
organization’s future.

| stay up to date on the skills that are relevant to my field.

| have participated in training activities within the last year to develop
my skills.

TOTAL SKILL DEVELOPMENT COMPETENCY SCORE

Career Management Competencies

Score

| am confident in pursuing career goals during times of uncertainty.

| handle organizational and workplace changes effectively.

| regularly update my resume.

| can communicate my strengths and skills confidently in an interview.

| am in regular contact with colleagues and others for professional
and career development.

TOTAL CAREER MANAGEMENT COMPETENCY SCORE

Scoring Your Career Development Competencies Assessment

1.

Total your scores within each competency area so that you have a total (ranging between 5
and 15) for each area. Record your total scores on the TOTAL line at the bottom of each

area.

Transfer your 5 TOTAL scores here:
_____Self-Assessment Competencies
____Career Awareness Competencies
_____Goal Setting Competencies
______Skill Development Competencies

Career Management Competencies

The area in which you have the LOWEST score may be the best area for you to begin your
career development process. You can then investigate resources in any or all of the other
competency areas. See the ASSESSMENT ACTION GUIDE for suggested resources in

each area of the model.

It's not necessary to be highly proficient in all of these areas. Instead, focus on leveraging the
competencies you are good at, while continuing to develop your abilities in the other
competencies.

Staff Career Development - Counseling & Psychological Services
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Human Resources (/)

Home (/) » Development (/development) » Career Development (/development/career-development) » Career
Management (/development/career-development/career-management) » Change & Career Resilience

Career Management: Change & Career
Resilience

Changes in an organization lead to a psychological process of transitions for the employees of that
organization. The phases of transition are:

1. Letting go of the old identity; dealing with the loss(es)

2. Going through a period of time when the old is gone but the new isn't yet fully integrated into our
identities

3. Making a new beginning

Transitions can be emotional experiences. It's natural to feel a whole host of emotions, from positive to
negative, during a transition. Some of the most difficult negative emotions include: Anger,
Discouragement, Guilt, Hopelessness, Inadequacy, Irresponsibility, Lethargy, Overwhelm, Rejection, Self-
Doubt, and simply Stuck.

Curiosity is a great antidote to help cope with the negative emotions that can accompany change.
Curiosity can help you begin exploring ideas for what you can do about a situation that makes you angry.
It can remedy discouragement through helping you focus on what an attainable next step could be.

Happenstance Theory focuses on the importance of creating and transforming unplanned events into
opportunities for learning. This is not the same as leaving everything to chance. Rather, this theory
advocates an active searching process while also remaining open to new and unexpected opportunities
that were not planned.

Developing the following five skills will help one recognize, create, and use chance to create career
opportunities:

1. Curiosity: exploring new learning opportunities

2. Persistence: exerting effort despite setbacks

3. Flexibility: adapting to changing attitudes and circumstances

4. Optimism: viewing new opportunities as possible and attainable
5. Risk Taking: taking action in the face of uncertain outcomes

An open-minded person is in the middle of what was and what will be; being undecided means that all the data
are not in yet.

Happenstance Exercise
Answer the following questions:

1. How have unplanned events influenced your career?
2. How did you enable each event to influence you?
3. How do you feel about unplanned events in your future?





4. How is your curiosity excited? How could you explore the career implications of your curiosity?

5. What is one chance event that you wish would happen to you? How can you act now to increase the
likelihood of that desirable event?

6. Not all chance events are positive. How have you tended to react to negative chance events? If
you've tended to react with discouragement and inaction, how could you instead react by feeling
challenged to exert even greater effort?

7. How have you been blocked from doing what you want to do?

8. How have others overcome blocks like that?

9. How would you begin overcoming that block?

"Mitchell, K.E., Levin, A.S., & Krumboltz, ].D. (1999). "Planned happenstance: Constructing unexpected
career opportunities." Journal of Counseling & Development, 77, pp. 115-124.
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Decision-Making Exercise

Try the following exercise, adapted from The Pathfinder, by Nicholas Lore, to help you
better understand your decision-making style.

Write down three important decisions you have made over the last few years.

1.
2.
3.

Think about how you made each of these decisions. What models and styles did you
use? Did you start with one method and then switch to another?

Write down how the process worked for the each decision. How well did this method(s)
work for you? Did you get what you wanted? How well has the decision held up over
time? If you didn’t feel you made the right decision, how did the method fail you? If you
switched to another method, could the outcomes be improved?

People make decisions using different styles. Some like to be logical and rank their
options using a scale. Others like to use more subjective factors like their feelings and
gut instincts. Yet another method would be to speak with others whose opinions you
respect and trust. It is a good idea to use all three methods in making your decisions.
First, look at your options objectively in terms of how it measures up to your desires,
priorities, and needs. Then look at your options subjectively and gauge which options
feel right. Finally, consult a few people you believe would have the ability to help you
accurately assess your options — this might be a mentor, a trusted colleague, a
significant other, or a career counselor. Once you have thoroughly considered all your
options, make a commitment to move forward and take action on your decision!

Courtesy of UC Berkeley Human Resources
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Goal-Setting: Taking Action

This step of the career planning process is when you proactively put all the pieces of information about
yourself and your carefully collected career information together to produce a set of career-related goals
and options. The work you have done in the self-assessment (http://hr.berkeley.edu/development/career-
development/self-assessment) and career awareness (http://hr.berkeley.edu/careers/career-awareness
phases should have helped you identify some possible career directions

(http://hr.berkeley.edu/development/career-development/self-assessment/career-direction).

Most likely, you will have some decision-making (http://hr.berkeley.edu/development/career-
development/goal-setting/decision-making) to do as you consider and eliminate possible career directions
and options. It is important to study your own decision-making history to learn your tendencies and style.
Learning about and utilizing various other decision-making strategies can also be useful. Trust not only
the facts of your gathered information but also your intuition. Believe in yourself and the time and energy
you have invested in your own career development. You are ready to start making career-related
decisions happen, such as:

e Changing jobs
¢ Choosing a different career path
e Taking classes to begin a career change

« Networking (http://hr.berkeley.edu/development/career-development/career-
management/relationship-building/networking) and conducting informational interviews
(http://hr.berkeley.edu/development/career-development/career-management/job-
search/informational-interviewing) to get your foot in the door of a particular career field

Developing a career development action plan (http://hr.berkeley.edu/development/career-
development/career-management/planning/action-plan) is the main focus of this phase of career

development planning. Be as specific as you can in outlining the steps in achieving your short-term and
long-term career-related goals. Include in your plan how you will go about building and maintaining your
professional network and community of support.

Taking action is often easier said than done. Obstacles to taking action do appear and life is often
unpredictable. Even though you might have come up with a detailed and thoughtfully constructed career
plan, your career goals can change for many reasons - circumstances change or unexpected opportunities
arise seemingly out of nowhere. Still, having a career plan can provide a road map that guides your
actions and keeps you moving forward, while you keep your eyes and ears open to opportunities for

planned happenstance (http://hr.berkeley.edu/development/career-development/career-
management/change-resilience).

In addition, there is a support group for staff members who are actively taking action steps to develop
their careers and would like ongoing support and encouragement in their efforts. This group meets
monthly and is a great opportunity to network with other staff on campus, get tips and useful tools, set





goals for the upcoming month, and renew one's commitment to taking career development actions. For

more information, go to the Career Compass (http://careercompass.berkeley.edu) website. Follow the link
to Career Development Workshops
(http://careercompass.berkeley.edu/careerdevl/resources/workshops.html). Look for the workshop
entitled Career Strategies Group. Register through the UCB Learning Center at the blu campus portal

(https://blu.berkeley.edu/).
Obstacles to Taking Action

Obstacles to taking career actions could include both external obstacles, as well as internal obstacles. The
following chart shows some examples of each kind of obstacle. Check off any that may apply to you - things
that have derailed you in the past or currently from making the changes you want to make in your career life.
Read on for tips on tackling these obstacles.

EXTERNAL OBSTACLES INTERNAL OBSTACLES
Clutter and Chaos Procrastination

Family Expectations and Needs Fear of Failure

Peer Pressures/Societal Expectations Fear of Success

Childcare Arrangements and Cost Perfectionism

Stressful Work Life Lack of Motivation/Apathy
Difficult Working Relationships Depression
Organizational Changes Anxiety

Changes in Field of Work Lack of Assertiveness
Financial Difficulties Low Self-Esteemn

Poor Time Management Skills
Career Indecisiveness

Lack of Stress Management Skills
Need for More Information
Difficulty with Negotiations

Difficulty Asking for Support

Note that the list of Internal Obstacles is longer than the list of External Obstacles. This is usually the case
- we tend to put up more internal barriers to our career success than there are external barriers. The
good news is that we have more control over the internal barriers.





Psychologist Nancy Betz has written about Career Self-Efficacy, which refers to the beliefs you have about
your ability to successfully perform a career-related behavior, such as trying until you obtain the job you
want. These beliefs will influence whether you take action steps in your career development process, how
much effort you will put into these actions, and how long you will persist at taking action in the face of
obstacles. it may help to think of career self-efficacy as the opposite of self-doubt about your career
prospects or about your ability to create the career you want.

If you have found yourself stuck in taking action steps, it may be helpful to focus on increasing your sense
of career self-efficacy. To increase your career self-efficacy, focus on four areas: accomplishments,
modeling, encouragement, and anxiety-reduction.

Past Accomplishments: Think back on the 5 main accomplishments you are most proud of in your life. List
them with detailed descriptions of what you did. Analyze the list to identify your transferable skills

(http://hr.berkeley.edu/development/career-development/self-assessment/skills) that are part of each

accomplishment.

Modeling: Think back on what kinds of skills you have had a chance to observe others doing well. Select
experiences where you got a prolonged exposure, such as in internships, jobs, volunteer work, your family
interactions, or other opportunities for vicarious learning. These skills are also skills that you most likely have
just from having experienced them in person.

Encouragement: Think back on the positive feedback and encouragement you have received. Focus on the
people who have really taken the time to get to know you and who have been your biggest supporters. Write
down the feedback you received and notice how your sense of belief in yourself increases as you read it and
remember receiving this feedback. Think now about what kind of encouragement you want to make the career
changes you are considering.

Anxiety-Reduction: Change is anxiety-provoking for most people and career development is full of change or
potential change. Reducing your anxiety will help you feel more of a sense of control and will increase your
confidence in yourself and your abilities. Consider what has helped you feel more in control and less anxious in
the past and apply those ways of thinking or behaving now. Seek support from a career counselor if needed.
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Job hopping can be a good strategy for young
workers

By Liz Weston

ear Liz: I am a millennial and just started a new job at a very small

company. I really like the work I do and the leaders of the

company. However, I don’t make enough to move out of my parents’ home

and be financially secure. I live in the Washington, D.C., area and make
$50,000. For an entry-level position it’s a good salary, but this area is so expensive. I
wanted to stay at this company for at least two years to add stability to my resume.
Now I'm considering moving to a cheaper area so I can move out on my own and not
face a financial strain. But I don’t want to be a millennial job hopper, and I don’t want
to disappoint my boss.

Answer: Being a millennial job hopper can actually be a good thing in the long run. A
2014 study for the National Bureau of Economic Research found that people who switch
jobs more often early in their careers have higher incomes later in life. Economists
Martin Gervais, Nir Jaimovich, Henry Siu and Yaniv Yedid-Levi contend that young
job-changers are more likely to find their true calling, which leads to greater
productivity and higher income. Sticking with one job can mean settling for paltry
raises, while changing jobs can mean bigger jumps in pay.

Changing locations, meanwhile, can be a powerful way to boost your standard of living.
Living on a below-average income in a city with above-average costs can be a recipe for
misery, so congratulations on being willing to explore alternatives. Since you're living in
one of the costliest cities in the U.S., those alternatives include most of the U.S.

The good news is that you have a job and a place to live, so you can take your time
searching for what’s next. In the meantime, you can build up your savings to help pay
for the move.

As for disappointing your boss, understand that most bosses are grown-ups. They
realize that people can and do move on to better opportunities.
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Skill Development: Developmental Experiences

While education and training are important to skill development, it is also known that only 10 percent of
adult learning happens in the classroom, from books, tapes, or online learning activities. This is often
because learning in these formats is more passive. Most adult learning, a full 70 percent, happens by
doing. Learning by doing can take place through on-the-job and leadership experiences.

Following are examples of on-the-job and leadership experiences that can help you develop a range of
skills and competencies.

collapse all

On-the-Job Experience Examples -

« Take on a challenging “stretch” assignment. Some examples:
o Fill in for your supervisor or manager when they are on vacation
Manage a project from start to finish
Make a temporary lateral move to another part of the organization
Help launch a new business, initiative, or program
Help turn around a struggling project
Develop a new product or service
Teach a process or course to your team or others
o Run ateam meeting or briefing session
e Seek out critical feedback on how your performance might be improved, then implement a plan
to improve your performance.
« Represent your group at a cross-functional meeting on campus or serve as a liaison between
groups on campus.
« Offer to manage project budgets to develop financial and budgeting competencies.
¢ Benchmark other teams that are known for high-performance and/or strong accountability,
and create a plan to help your team meet or exceed expectations.
 Solicit feedback from peers, direct reports, and key constituents regarding a project,
departmental program or process that is under-performing. Propose several improvements.
e Serve as a back-up contact when your supervisor is not available.
e Take responsibility for writing or reporting on project deliverables.
e Review your project budget and make recommendations for:
o Cutting costs
o Financial strategies that can maximize quality and efficiency

[o}
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Leadership Experience Examples -





e Serve as a mentor to other colleagues, supervisees, or staff members or help to onboard new
colleagues.
« Lead a project team/manage a group where team members are experts in areas that you are
not.
e Lead a project that requires innovation.
« Lead a division- or campus-wide project or task force that will have campus policy implications.
e Assume a divisional liaison role with Central HR on processes for:
o OQutreach and recruitment
o Managing people issues
¢ Chair a selection committee to fill a position.
e Speak at a meeting.
» Present at a conference.
« Run for a position in a professional association on or off campus.
 Take on a leadership role in a social, community, or volunteer organization.

These are just some examples of developmental experiences that can help you develop your skills.
See additional examples of development experiences in this Experience Inventory handout
(http://hr.berkeley.edu/sites/default/files/attachments/Experience_Inventory.pdf) (PDF).

The unique experiences that can help you progress toward your career development goals will be
created by you, in conjunction with your supervisor or manager. Learning how to communicate to
your supervisor that you are open to and desire development experiences is important to getting the
opportunity to develop your career skills.

Show openness by being receptive to new ideas and suggestions, by admitting to your need for
improvement, and by actively seeking your direct supervisor/manager's feedback. Keep in mind that
the end goal is your career development, not the coaching process itself. Even if it's difficult to hear
constructive criticism in the short run, if it helps to create development experiences for you it will
help your career development as a whole.

Read the steps below for details on how to manage a developmental experience.

10 Steps to More Effective Developmental Experiences -

1. Take the initiative to look for ways that you can learn new skills through experiences that also
help your supervisor/manager, team, unit, or department achieve its goals.

2. Set up meetings with your supervisor/manager to discuss your proposed development
experiences and get buy-in for proceeding. Use the Questions to Ask Before, During, and After

Planned Development Experiences handout
(http://hr.berkeley.edu/sites/default/files/attachments/Simple_Questions.pdf) (PDF) as a guide

for discussions with your supervisor or manager.

3. Create a development plan with your supervisor/manager to track your progress.

4. As your development experience is progressing, update your plan to mark accomplishments
and learning acquired.

5. Set up regular check-in meetings with your supervisor/manager.

6. Take time to review your development plan before meeting with your supervisor/manager for
check-ins.






7. Send your supervisor/manager any major changes in advance before meeting.

8. Leave the meetings with an updated plan.
9. Review where your supervisor/manager can provide you the most help going forward.
10. Seek out feedback after a project’s completion to discuss the positive, negative, and key lessons

learned, as well as to begin developing a new development experience.

If you are a supervisor or manager, see Resources for Supervisors and Managers

http://hr.berkeley.edu/development/career-development/skill-development/resources-supervisors
for handouts to manage your own developmental experiences, as well as tips on communicating with
your employees regarding their developmental experiences to ensure the best outcomes for both

employees and managers.
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Behavioral Interview Tips & Examples


Preparing for the Behavioral Interview


You should respond to behavioral interview questions by giving a specific example where you have already demonstrated the skill that the search committee is looking for. You may find it helpful to remember the mnemonic CAR in composing a concise and thoughtful response to an interviewer’s question. Here is how it works:


· Tell the Context in which you exercised a desired skill or strength. What was the problem, need, or concern? Include obstacles you had to overcome


· Explain the Action you took. This does not mean what the group did, but what you did. Practice “I” instead of “We” statements; assume ownership of your accomplishments


· Describe the Results and positive benefits you achieved. Quantify the results and relate your skills, action and results to the employer’s needs when possible

How do you know what skills are important for a particular position so you can prepare targeted examples?


· Read the job description


· View prospective department’s websites

· Read occupational information that describes which skills are used in different functional areas


· Networking


· Ask a friend or colleague who is working in the same position

Your Objective

Your main objective, while you are thoroughly researching the department and position should be to identify the skills, attributes, and experiences highly valued for the particular position for which you will be interviewing. Then you should review past experiences for your accomplishments. 


An accomplishment is a concise statement outlining how you have used your skills and knowledge to accomplish a positive result. Accomplishments can be found in all parts of your life, such as work or volunteer experiences (when did your performance exceed past performance? Achieve something new? Make things easier? Saved or made money?).


People well trained in this interviewing technique will not let you get away with a general or vague answer. They will keep asking you for specific details on your approach to past situations and the results of your efforts such as: 


· What were you thinking at that point?


· What did you do next?


· Tell me more about that.


· How did you gain support?


· Lead me through your decision-making process.


· What was the outcome?

Examples


A skill often mentioned as important for Analyst positions is strong analytical or problem-solving ability. In a behavioral interview you might be asked: 

· What’s the toughest analytical problem you have faced? How did you solve it? 


· How do you go about gathering information to analyze problems? Give me an example.


· Describe an instance when you had to think on your feet in order to extricate yourself from a difficult situation.


Before the interview, prepare a few illustrative examples of problems you have solved. For each, outline the 5–7 main steps involved in solving the problem, the alternatives you considered, and the results you obtained.


Behavioral Interview Question Examples



Interpersonal skills

When working on a team project, have you ever had an experience where there was strong disagreement among team members or a team member who didn’t do their part?


· What did you do?


· Give us an example where you mediated a conflict.


· Tell us about a time when you had to be assertive.


Communication skills


· Tell us about a time when your active listening skills really paid off.


· Tell us about a time when you had to present complex information. How did you ensure that the other person understood?


· Tell us about a time when you were able to use persuasion to successfully convince someone to see things your way.


· Tell us about a time in which you had to use your written communication skills in order to get across an important point.

Initiative


· Give an example where you pushed yourself to do more than the minimum.


· Tell us about projects you have initiated. What prompted you to begin them?


· Give an example of a situation that could not have happened successfully without you being there.

Planning and organization

· How do you determine priorities in scheduling your time? Give us an example.


· Give us an example of an important goal that you set in the past. Tell us about your success in reaching it.


· Describe a situation when you had many projects or assignments due at the same time. What steps did you take to get them all done?


Flexibility


· Describe a situation in which you were able to overcome a “personality conflict” in order to get results.


· Describe a time where you were faced with problems or stresses that tested your coping skills.


Leadership


· Tell us about a time when you influenced the outcome of a project by taking a leadership role.


· Describe your leadership style and give us an example of a situation where you successfully led a group.


· Discuss situations where you have turned ideas into action.


· Tell us about a time you had to lead people who did not want to be led.


Creativity/innovation


· When did you provide a solution that was outside the box?


· What is the most creative thing you have done?


Decision-making


· Give an example of a time you had to make a difficult decision.


· Describe a time you had to defend your decision.


· Summarize a situation where you had to seek out relevant information, define key issues, and determine the steps to get a desired result.


Job Interview One-Sheeter - Your Personal Cliffs Notes

Brought to you by Jenny Blake, LifeAfterCollege.org

Check out my book on Amazon -- Life After College: The Complete Guide to Getting What You Want



		Five Key Points:

The top 3-5 things I want the interviewer to remember about me. Highlight key strengths.



· 


· 


· 


· 


·  

		This is why I rock:

Stories/examples that show I'm a rockstar and uniquely suited for this position! 



· 


· 


· 


· 


· 

		Areas for Development:

Strategic answers to that dreaded "tell me about your weaknesses" question. 



· 


· 


· 


· 


·  





		Brilliant Ideas:

Based on what I know, my suggestions for improvement or future direction of team.



· 


· 


· 


· 


· 

		My overall work/team philosophy:

How I generally approach challenges & opportunities, and what excites me.



· 


· 


· 


· 


· 


		Questions I have:

About the role, interviewer, company, future growth opportunities, etc. 





· 


· 


· 


· 


· 



		My Short/Long Term Goals:

How this role fits well in my career plans. Why do I want THIS position? What makes me a good fit?





· 


· 


· 


·  



·  

		Specific Challenges:

 What are some specific challenges I've faced, and how did I overcome them?







· 


· 


· 


·  



· 

		Other Notes:













Note from Jenny: My approach to preparing for interviews is to treat them like preparing for finals. I create a bullet-ized one-sheeter about myself with short buzz-words and answers to key potential questions that I can quickly glance down at (if necessary) during job interviews. 9 times out of 10, just preparing the one-sheeter will lock these ideas into your brain so you don't even have to look down - but it's nice to have the Cliffs Notes with you just in case. This template has nine areas that were helpful to me - feel free to add/edit for what you feel is most useful for you.



Did you find this template helpful? There’s more where that came from!





· Sign-up for the Life After College Inside Scoop: a behind-the-scenes monthly newsletter. As a thank you for signing-up, you’ll get access to my Organized Like a Ninja Tooklit which includes 15+ kick-ass templates for every area of your life.



· Order a copy of the book: Life After College: The Complete Guide to Getting What You Want: hundreds of tips, quotes and coaching exercises for every area of your life!


As a UCSB staff member, you have free access to over 5,000 training videos! Go
to http://www.hr.ucsb.edu/training/lynda and log in with your UCSBnetID and
password to learn more about these titles and other topics.

Discover how to assess your experience, work-
reward values, and qualifications, and investigate ©
career options, all with the goal of creating a robust lynda.co
career profile that charts your future growth.
Duration 41 min 14 sec.

@

https://www.lynda.com/Business-Skills-tutorials/Managing-
Your-Career/97579-2.html?org=ucsb.edu

leverage those strengths and abilities in your
professional life, and then match them to job | l

responsibilities in order to apply your strengths at i ‘ijLII_LB
work. Duration 55 min 40 sec. ‘

Learn to identify what you're truly best at doing, I]- C T 1 1 I“
i A A

https://www.lynda.com/Business-tutorials/
Discovering-Your-Strengths/88023-2.html?org=ucsb.edu

Offering step-by-step guidance for creating
@ resumes that highlight accomplishments and
target a potential employer's needs, this course explains
the need to encompass action statements, keywords,
styling, and effective content, while addressing common
stumbling blocks. Duration 3h 29 m.

https://www.lynda.com/Business-Skills-tutorials/
Creating-Effective-Resume/75926-2.html?org=ucsb.edu

Explore the different types of interview questions

and styles you can expect, and better understand

how to prepare for them, create a good first impression,
navigate the interview, and reliably assess your own
performance. Duration 38 min 51 sec.

https://www.lynda.com/Business-Skills-tutorials/
Acing-Your-Interview/103614-2.html?org=ucsb.edu

INJWdO1dA3A 4334V D

Learn to showcase your experience and good judgment
with knowledgeable responses for the ten most common
interview questions and role-playing scenarios.

Duration 56 min 14 sec.




https://www.lynda.com/Business-tutorials/Discovering-Your-Strengths/88023-2.html?org=ucsb.edu

https://www.lynda.com/Business-Skills-tutorials/Creating-Effective-Resume/75926-2.html?org=ucsb.edu

https://www.lynda.com/Business-Skills-tutorials/Acing-Your-Interview/103614-2.html?org=ucsb.edu

https://www.lynda.com/Career-Development-tutorials/Master-Common-Interview-Questions/461033-2.html?org=ucsb.edu




SIGN UP FOR CEB TODAY

LEARNING AND CAREER DEVELOPMENT RESOURCE
FOR CAMPUS STAFF

E CEB Corporate Leadership Council™ Tils Wigbsite ~ Search *  §

WHAT THE BEST COMPANIES DO

Topics Projects Events Discussions Resources by Role Benchmarks Blog About

> Employment Value > High-Potential
> Change Management > Employee Engagement Proposition Employees

> HR Strategy and
> HR Metrics and Analytics Transformation > Leadership » Organization Design

> Performance
Management > Succession Management > Workforce Management > Workforce Planning

Similar to Lynda.com, all you need 1s a UC email
address to sign up.

Login first time here:
https://www.cebglobal.com/public/manager-excellence-

resource-center/login.html

After you sign up, you'll get regular emails with links to
recommended or topical resources.

Encourage your team to sign up!



https://www.cebglobal.com/public/manager-excellence-resource-center/login.html?resource=/member/manager-excellence-resource-center/events/workshops/16/managing-virtual-teams.html%3futm_campaign=LDR-agupta2-2016.07.06-GLOBAL-M-CD-Manager_Tip-70134000000Vd5jAAC&utm_medium=email&utm_source=Eloqua
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